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PURCHASING AGENTS 7 
CONTROLLERS AND 9 
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"Master Grade" 


Remanufactured 


S UNDERWOO 


Buy Quality and Performance 
At Its Best —— 


For Less! 


“THE WORLD’S FINE 
TYPEWRITER” 


The Wholesale Typewig ; 
Company ° 


Only Authorized Rebuilder 9 
Underwood 


155 Sixth Ave. 
New York 
U.S. A. 


COUPON x 
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"No wonder Benson gets the business!" 


Today, when minutes count more than ever, favorable 
first impressions frequently influence quick decisions. 


Hundreds of your firms like Benson’s* (the 
name is fictitious but the facts are not!) must 
speed-up buying, selling, shipping. Beautiful 
letters, typed with Columbia Marathon Silk Rib- 
bons have built reputations for prestige, reli- 
ability and service, for your customers — and 
influence many a favorable business decision. 
Columbia’s Marathon Silk Ribbons give the dis- 
tinguished, prestige - building appearance of 
“executive” correspondence to all classifications 
of typing, far surpassing the per- 
formance of cotton ribbons, at 
a performance cost so moderate 
itwill surprise you! We'll be glad 


August, 194) 


Quick 
ON xe 


to give you the names of leading firms in your 
vicinity who are now using Columbia Ribbons 
and Carbons for countless regular and special 
requirements—and to recommend without ob- 
ligation, the correct ribbons and carbons for 
your own particular === 

needs. Write or call 

the Columbia office 

nearest you. Use Quick- 

mail Coupon No. 2. 


COLUMBIA RIBBON & CARBON 

MANUFACTURING COMPANY, INC. 

Main Office & Factory—Glen Cove, L. I., N. Y. 

New York Sales and Export, 58-64 West 40th St. 
Kansas City, Mo., Dwight Bldg. 


TYPEWRIT 


E 
| & CARBON. jf! 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controtlers, Office Managers 
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DENNISON HANDY HELPERS HAVE A dAousand JOBS 


MAILING LABELS 


Packages won’t get lost in the mob 
If Dennison labels are stuck on the job. 


TRANSPARENT MENDING TAPE 


For fixing books as good as new, 
And checks and maps and music, toe. 


GUMMED REINFORCEMENTS 


It saves a lot of notebook rage 
To reinforce each loose-leaf page. 


SHIPPING TAGS 


So easy to read, convenient and strong 
That even the mailman can’t go wrong. 


GUMMED INDEX TABS 


It’s easy as your A B C’s 
Finding things when using these. 


e 


Deunioonw Manupachiing So, 


FRAMINGHAM™ Offices in all leading cities MASSACHUSETTS 


For further information use QUICKMAIL COUPON No. 32 


THE DEPENDABLE 
GOLD MEDAL MARKING 
AND CHECKING CRAYONS 


Staonal crayons, like all Gold Medal 
Products, are the finest of their kind. 
Free from grit. Indelible and water- 
proof, or washable, as required. Made 
in a wide variety of types and shapes. 


For marking: Shipping tags ® Heavy 4 
paper packages ® Newspaper bundles 3 i- 

© Boxes ® Crates © China © Crockery 
® Glass ® Cellulose © Tin cans and 
containers © Wet and Dry Lumber ® 
Leather © Rubber © Rubber Products ® 
Silks © Rayons ® Oily, Wet or Dry 
Surfaces. 


Made in black and colors, packed 
one dozen sticks in a box — one 
gross in a container. 


Send for Catalogue illustrating full 
line of crayons, chalks, paste, water 
colors, etc., for commercial use. 


BINNEY & SMITH CO. 
41 East 42nd Street, New York, N. Y. 
GOLD MEDAL PRODUCTS LEAD ON MERIT 


OFFICE EQUIPMENT DIGEST August, 1941 
For Purchasing Agents, Controilers, Office Managers 
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DR. PICKUS SAFEGUARDS PARKER POINT 


—— 


During the eclipse of 1868, Sir Nor- 
man Lockyer was using a Spectrograph 
to observe the gases thrown off by the 
Sun. Suddenly, on his screen, appeared 
a pattern never before seen there, dis- 
— ay mage ay eg an 
came from Hel 60 

named it Helium. 


just as Helium was discovered on the Sun 


Scientific improvements—embodied in Parker Pens exclusively 


Contrary pular opinion, all 
14K Gold iz is NOT alike. There’s 
a vast difference —many differ- 
ences. For one thing, brittleness. 
The Parker Gold Points are all 
14 K, extra resilient, non-brittle, 
unlike ordinary points, due to 
special processes under the di- 
rection of Robert Pickus, B. S., 
Ph. D., chief Parker metallurgist, 
formerly of Yale. 


Moreover, in making points, 
precious metals can be easily con- 
taminated by foreign particles, 
even by gases. So today, in the 
hands of Dr. Pickus, the Spec- 
trograph unerringly detects any 
foreign matter in the precious 
metals intended for Pailier Pens 
— Gold, Osmiridium, Platinum — 
thus insuring the utter purity of 
those we use. 


In numerous other ways, equally 
rare and scientific, Parker now 
gives the world Points unmatched 
by any other pens on earth. For 
example: 


At first, America’s leading re- 


The Parker Pen Co., Janesville, Wisconsin 


To answer the above ad use QUICKMAIL COUPON No. 25 


finers of precious metals said to 
us: “We cannot understand why 
our osmiridium is acceptable to 
other pen manufacturers yet un- 
satisfactory to Parker.” 

But Dr. Pickus showed them 
the results of our studies, includ- 
ing photomicrographs magnified 
up to 3,000 times normal size. 
These revealed to the naked eye 
the inner crystalline structures of 
precious metals under varying 
conditions of temperature, stress, 
etc. And our revelations have in- 
_— refiners to revolutionize 

eir processes. 

As yet these benefits are avail- 
able in Parker Pens alone, and 
most likely will be for a long time 
to come. For no pen-maker we 
know attempts the scientific stud- 
ies we employ here daily. 

Yet the Parker Vacumatic costs 
less than poorest pens, for it’s 
Guaranteed for Life by Parker’s 
Blue Diamond mark on the smart 
ARROW Clip and all Parker 
Points, remember, are 14 K Gold. 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controilers, Office Managers 


LOOK FOR THESE FEATURES 
and You'll Get More 
Satisfaction in Pens and Sets 


Parker's Blue Diamond on Vac- 
umatic Pens from $8.75 up, 
means Guaranteed for Life— 
makes this pen cost less than the 
poorest, based on official Life 
Expectancy Tables of leading 
insurance companies. 


Exclusive “One-Hand™ x 
Sacless Filler—the 
EASIEST, most con- 
venientof ail to operate. 


New non-brittle, resilient Point 
of 14 K Gold, coated with pre- 
cious Platinum and tipped with 
costly improved Osmiridium, so 
hard and dense it takes a“*smooth- 
as-oil” polish, and won't wear 
scratchy as long as the user lives! 


Smart, streamlined laminated 
Pearl and Jet Permanite bar- 
rel—ring upon ring—a wholly 
exclusive style, with full 


TELEVISION ink supply. 
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CEILING- HIGH PARTITION 


ny 


C.HeSOLID PARTITION 
as Lt 
LOW RAILING 


7 FOOT 
PARTITION 


V/ ‘Your Office Layout and Equipment can be 
y efficient, modern and up-to-date, whether 
YY it is in the Big City or Rural Community. 


THE KENNETH H. RIPNEN COMPANY, INC. 


Can provide any one or all of the four following Office Layout 
Services. 


PART 1 LOCATION: Aid in location studies of sites and buildings offered by real estate 
brokers, property owners, insurance companies, banks, etc. 

PART I LAYOUT: After a comprehensive study of your organization, flow of work 
and equipment, create for you a functional office layout. 

PART Il BUDGETS: Prepare working drawings and specifications after approval of 


the detailed office layout to carry out the proposed scheme, sub- 
mitting detailed estimates of the costs of all work. 


PART IV SUPERVISION: After approval of the estimates, to let contracts and supervise all 


work through to completion including Office Layout, Construction 
and equipment. 


Without obligation we will mail you- our 
pamphlet entitled “Office Layouts,” or make a 
preliminary survey and report on any phase 
of our work. 


KENNETH H. RIPNEN COMPANY, INCORPORATED 
OFFICE LAYOUTS FACTORY LAYOUTS WAREHOUSE LAYOUTS 
342 ug me New York 


; OFFICE EQUIPMENT DIGEST 
" For Purchasing Agents, Controliers, Office Managers 


S ipo ie os ar peers sy ee BD a pay ae i ee ae ee. tue epee tag ile Ae Bil > 
. | 
‘ f V 
ae & i 
; V KW 
a eso! 
bee TO, A, | 
f WaS ON eu, 4 
; se r pa) ~4 t t _ 
x AR Nee Sis Sin SP , ie { 
; ' SS NY: ~Yf Ak >, l 
VES eae Oy) | SS 
| iaieteg? vc Mi ‘s ) “st | Te Se Wi, ; W> ° fe 
vgs | yy, “ng fh} / S Wy pe tw hy 1 Vis } %, n 
35) e fy Stay, l I, ~ SO . iad "i fe ; 
i ‘: we "e, An / Vk l /} Wy/ * r , 
| > q L R fi 4 Nn t x Mag) RSs fy} u > {3 W y; Ly 
iG (} OK. } “any oe i Cy) M% 
‘ a WwW & 47 Ne mi Vt een . yy of 
ce NOS SRM) TY Six IRR fi e 
ae iw EN UU ESS US 
y nN e/ eel, Lyeyey Vise TK ES 
4 ueceno OT) SAT ISI AS IY SSW | 
e yh Ss VV YL Yl AI 
= 1 TRS eo SIG Y QL S Gi! 
| IS ee) p> ae VY US OF / 
cee SS ih . SS. Y f / as SY 4 
: ' if as ; Y, RS of / / 
2 STAY 
f oN M4 f >. ef", | 
: I F wage S64 IN & tL y /| \ 
3 ' / . } A A / 
‘ae / WES SES1. N/a 
a) Sy ty J, 
24 FOSS SY | 
2 £ fl // | 
ahs 2 $ Wy 4 Ary AP, ( tb i Y/| 
| YS Ben VE, | 
: ry e Fey |! 
e } x WY) } s, Sates MV 
~ / 4 j . 
= # . “Nan 7 Ny ) , } 
fos og SSS ; re 
i “<a | LOI nt Vv) 
‘3 SS ATING 
= : “a! = Si. Y SI 
s “S] 
ay — SY 
. Da aid se 
+: oe. o you . 
€ ‘i ee August, 1948 
ae ie in i a, a. l ee Ul 


Prompt deliveries are vital these days, and because we antici- 


pated current demands and carefully scheduled our production, we 
are now able to offer this important advantage....OQur complete line 
of steel office equipment which includes Vertical Filing Equipment— 
Storage and Wardrobe Cabinets—Sectional Filing Equipment—Desks, 

Tables and Chairs — Storage Shelving — is 


illustrated and described in our catalogue. 


FOR PROMPT DELIVERIES— 


Right now, we suggest that you communicate with 
your Security Dealer. 
Use QUICKMAIL COUPON No. 36 


BNE sszotion Which Uncldllitids The Dedlix’s Milian . am. 8 


OFFICE EQUIPMENT DIGEST 
For Purchasing Agents, Controilers, Office Managers 
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THE GENERAL FIREPROOFING Come NY a 


F: METAL DESKS” ; ‘ oe bee: 
AFES + STEEL G F 


WM The Choice that makes Office Seating an Investment for Profit 


Management understands and approves purchasing when it provides 
efficient tools with which its workers can turn out more and better work. 


Both the seller and the buyer share responsibility for the results of 
such purchasing. The GF equipment merchant, pledged to give the 
highest service and deliver the finest of products, is prepared to prove 
the utility of GoodForm Adjustable Steel Office Chairs... the modem 
chairs that are duty-matched to the job and comfort-matched to the user. 


The purchasing department carries that responsibility right through 
to management... proving the value of wise selection... giving to the 
office the means of greater production through comfort to the worker. 


To answer the above ad use QUICKMAIL COUPON No. 5 


( UNGSTOWN, 7 


OFFICE EQUIPMENT DIGEST August, 1941 


For Purchasing Agents, Controllers, Office Managers 
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UNDERWOOD PROVES SPEEDIER 
THAN SPEEDIEST HUMAN HANDS 


MAGINE a stock model Underwood 
operating at a rate of 217.9 words 
a minute—placing clean-cut type im- 
pressions on — at the startling 
speed of 18 strokes to the clock tick. 
Imagine a typewriter operating at a 
rate of speed that would make it pos- 
sible to dash off an entire column of 
The New York Times in 5 minutes, 
type The Declaration of Independ- 
ence in 6 and copy Lincoln’s Gettys- 
burg Address in less than a minute 
and a quarter! 


For that is the certified performance 
of a stock model Underwood oper- 
ated by mechanical “‘fingers’’ in a test 
conducted at the Research Laboratory 
of the Underwood Elliott Fisher 
Company at Hartford, Connecticut. 


Because Underwood engineers sought 
to determine the Underwood's per- 
formance at speeds far beyond the 
limitations of human hands, the 
Underwood was operated at 290 
words per minute for individual lines, 
while the score for the complete test 
(including carriage returns, etc.) was 
217.9 words per minute! 

It is significant of Underwood pre- 
cision manufacturing that even at three 
or four times the speeds at which most 


_— are operated, the character 
the Underwood's finished work in 


UJ n d a rwo nf Crp Better Letters... Faster! 


To answer the above ad use QUICKMAIL COUPON No. |! 


August, 1941 


Right: Underwood (S-Master 
Model) Typewriter as used in 
super-speed test in Research 
Laboratory at Hartford, Conn. 


Scientific, super-speed test, proves 
the Underwood is faster than human 
hands can ever hope to be. Underwood 
speed at times reaches rate of 290 
words per minute! 


this test was clean-cut, evenly spaced 
and in good alignment. 

Ease of operation—smoothness of per- 
formance—a fine quality of impres- 
sions—plus a tremendous reserve of 
speed—here are the qualities you get 
in the Underwood. 


Scored in accord with International Typewriting 
Contest Rules... 5 strokes to the word. 
UNDERWOOD ELLIOTT FISHER COMPANY 
One Park Avenue, New York, N. Y. 
Sales and Service Everywhere 
Underwood Elliott Fisher 


Speeds the World’s Business 
Copyright 1941, Underwood Elliott Fisher Company 
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TO ANSWER ADVERTISEMENTS 


v 
< 
ry 
3 
< 
5 
0 
, 
3 


Se 


Gliese Eau 


Bouts Bnet 
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OFFICE sEQUIPMENT DIGEST obtained exclusive rights for the office equip- 
ment and stationery field to the Quickmail Coupon System —a patented new 
inquiry system which saves hours of time for readers in answering advertisements 
and securing information about merchandise. 


no & 
ond Gatelts 
ier Your Aug. Ad 


itn 


THE QUICKMAIL COUPON SYSTEM brings you these advantages:— 


1. Only | minute plus Ic to make an inquiry. 


2. Brings you the latest information. 


ona © fe 
Her Your Ave. Ad 


Othen Eaure : 


. Identifies the source of your inquiry. 


Gives you a pre-addressed, gummed mailing label ready for use. 


Bins 
ad 


ot aite 
Offer Your Aus 


SIMPLE TO USE: 


Stick the coupon on the 
stamp side of a postal card, 
write your firm name and 
address on the back and 
mail. You may also stick 
the coupon on your letter- 
head, sign your name and 
title, and mail in your own 
envelope; or stick the cou- 
pon on your envelope and 
enclose your inquiry or 
order for specific mer- 
chandise. 


Sk oh CKMAIL 
coup oN No.1O 


a Details Per 
Your Aug. Ad 


Otter 


Offer Your Aus. Ad 


QUICKMAIL brings you the information or merchandise you desire 
with ease and speed. If you want any information not mentioned 
in this advertisement, just specify it on your inquiry. 


Ube ie F CAicdntl Coupons Opposite his iZ age 


10 OFFICE EQUIPMENT DIGEST August, 1941 
For Purchasing Agents, Controtlers, Office Managers 
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iiwaukee,: Wis. 
American 
Automatic 
Electric Sales Co. 
1033 W. Van Buren 
Mfg. Co. 
3210 Carroll Ave. 
Chicago, Ill. 
Sturgis Posture 
Chair Co. 
Magnolia St. 
Sturgis, Mich. 
524 N. Broadway 
liwaukee, Wis. 
Co., Inc, 
750 Pacific. St... 
rooklyn, N. Y. 


Milo Harding Co. 
416 Commonwealth 


Old Town 
Ribbon & Carbon 


3 
i 
i: 


6 Py “Bny sno, 1040 Py “Gny sno, 401}0 py ‘Gny sno, 4240 py ‘Gny sno, 4040 py ‘Sny sty Tag 

“Bny sno, 48H 4 ue 40g S/181® 

y oo pa pues 40d sieieg punt 40g 5118199 PUSS 40g 5112109 PUSS ‘ : aes. sale wootnny 210 Oe poeety a be wren pron poops Man ala wane « 
vow HO ~ 18931g yuawdindy o2yjQ 4s9dig juauidindyZ 924410 psokig juamdindy s2yjQ — jsadig jawed: ' u ' iO 48931 \ a el 

H TAI SHIAITD SUIAIO S. $H¥3A]19 SH¥Y3A99 S$H3IAI9 SHIAIO SHI 

HWIAI9 S$HIAIO $HIAIO SHIAIDO SHIAIO SHYIAIS $¥3A]I9.S. 


. . *Bny sno, 42430 
“Bny sno, 4240 PY. “ny sno, 480 py ‘Sny sno, 4940 Pv 
+ of 40g Sj210Q PYes 40g SII819Q PYeS 404 8112499 PUSS 


N. pA 
Co., Inc. 
16 Champeney Ter. 
N. Y. 


Lo hy Ne Yu 

The 

15 Label S#. 
Dawn Mfg. Corp. 
Div. Hall-Welter 
Rochester, 


Fireproofing Co. 

oungstown, Ohio 
509 So. Franklin S#. 

Chicago, Ill. 


C. L. Barkley & Co. 
517 S. Jefferson St. 
Chicago, Ill. 


Montclair, 
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Chicago, Ill. 
Co. 
Ave. 
Products, Inc. 
39th Ave. & 24th 


18 Beaver St. 
Quality Park 
Envelope Co. 
1-116 Mdse. Mart 
362 W. Chicago 
The Victor Safe 
Street 
Long Island City, 


Adrian, Mich. | 


& Equipment Co., 
Inc. 
North Tonawanda, 


Acco 
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Kewaunee Mfg. Co. 
5027 S. Center St. 
The H. C. Cook Co, 
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post-cord. Write your firm's: name ¢ 
ond address on back of card and > 
mail. You will receive. particulars > 
referred to in our ad on page 27. > 
3 SHAW-WALKER, MASTER-CRAFT « 


. 
Stress ee eer eee ter weer Bre 
o 


Stick coupen on stamp side of penny > 
post-card. Write your firm's names 
; and address on back of cord and > 
mail. You will receive particulars ¢ 
referred to in our ad on page 28., 


SENGBUSCH SELF-CLOSING 
6 INKSTAND CO. 


eeeqeeeeceee 


Sick coupon on stamp side of penny 
post-card. Write your firm's name 
and address on back of card and > 
mail. You will recoive- particulars ¢ 
referred to in cur ad on page 33.. 

AMERICAN AUTOMATIC ¢ 
9 ELECTRIC SALES CO. 


were Write your firm's name * post-card. 
and ‘address on back of card and ¢ 
particulars 


: ow deta 
COLUMBIA RIBBON & CARBONS = UNDERW: OD’ ELUOT 
2 MFG. CO., INC. 2! co. 
e 


COCKE COLL ETA MEMES ALOHS cos Oct EOTESes vos s Ream + ove 

Stick coupon on stamp side of penny’ Stick coupon > stamp side of 

post-cord. Write your firm's names post-card. “ ‘ie your firm's 

and address on back of card and$ and address 9 back of cag 

mall, You will receive particulars « mail. You ~.!i receive . 

referred to in ovr ad on page 8. referred to in our ad on the 6 
THE GENERAL pnarncorme: Cover. 


5 co. 4 RITE-RITE MBG, ¢ 


Stick coupon on stamp side of penny > Stick coupon on stamp side of 
post-card. Write your firm's name post-cord. Write your firm; 
and address on back of card and * and address on back of con 
mail, You will receive particulars + mail. You will receive . 
referred to im our ad on. page 40.$ e ‘referred to in our od on pow 


8 WM, SCHOLLHORN om, : 7? KEWAUNEE MFG, ¢ 
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Stick coupon on stamp side of penny © 
post-card. Write your firm's name « 
and address on back of card and ¢ 


Stick coupon on stamp side of penny * Stick coupon on stamp side of 
post-card. Write your firm's names post-card. Write your firm's 
and address on back of card ands and address on back of cord 


: mail. You will receive particulars$ mail. You will receive particulars: mail. You will receive : bs 
: referred. to’ in our ad on page 29. referred to in our ad on page 30.¢ referred to in our od on poy 
: 12 ACE FASTENER corp. = i" L. M. BICKETT CO.3 10 THE H. C. COOK eq 2 
e . 
Eat ANSERENNTENN SEES ene She soe cathoweysaesoscooeroeysonset iin sis Mmmm Eac! 


Stick coupon on stomp side of penny « 
post-cord. Write your firm's name ~ 
and address on back of card and 5 
mall. You will receive porticulars $ 
referred to in our ad on page 33.° 

ART METAL CONSTRUCTION * 
15 co. 


SOHC eee re rrr eeteeeres 


Stick coupon on stamp side of penny ¢ 


mail. You will receive particulars 
referred to in our ad on page 31. > 
. 


18 METAL SPECIALTIES MFG. CO. > 


Stick coupon on stamp side of penny = Stick coupon on stamp side of nd 
post-card. Write your firm's names post-card. Write your firm's righ 
and address on back of card and’ and address on back of con 

mail. You will receiv particulars$ mail. You will receive 

referred to in our ad on pege 34.° referred to in our ad on page 


14 CARDINELL Corp. 13 QUALITY PARK ENVELOPE ¢ 


° 
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Stick coupon on stamp side of penny. Stick coupon on stamp sided! 
post-card. Write your firm's name$ post-card. Write your firm's 
and address on back of card and$ and address on back of con 
mail. You will receive particulars ¢ mail, You will receive p 

referred to in our ad on poge 28.: referred to in our ad on page 


7 JASPER CHAIR CO.: 16 THE LOUIS MELIND Cd 
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Stick coupon on stamp side of penny > 
post-card. Write your firm's name $ 
and address on back of card ond > 
mail. You will receive particulars « 
referred to in our ad on page 30. 


21 STURGIS POSTURE CHAIR CO. °$ 


. 
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Stick coupon on stamp side of penny ° 
post-card. Write your firm's name ¢ 
and address on back of card and: 
mail. You will receive particulars ¢ 
referred to in ovr ad on page 31. ¢ 


. 
24 STATIONERS LOOSE LEAF CO. * 
. 


Stick coupon on stamp side of pennys Stick coupon on stamp side of 
post-card. Write your firm's name. post-card. Write your firm's 
and address on back of card and? a > 20 Sonne 
mail, You will receive particulars * pe elt we ‘oa 
referred to in our ad on page 

referred to i 
n our ad on page 34: THE VICTOR SAFE 
20 PARAMOUNT PRODUCTS CO.; 19 EQUIPMENT CO,, 

. 


See ee ee” See eee er eeee ane be Aer e enna eee sh perc saneceess 
Stick coupon on stamp side of penny; Stick coupon on stamp side of 
post-card. Write your firm's name’ post-card. Write your firm's 
and address on back of card ands and address on bock of card 
mail. You will receive poarticularse mail. You will receive : 
referred to in ovr ad on page 37.: referred to in our ad on page 


° 
23 C. L. BARKLEY & CO.> 22 ACCO PRODUCTS, 


Stick coupon on stamp side of penny > 
post-cord. Write your firm's name> 
and address on back of card and > 
mail. You will receive particulars ¢ 
referred to in our ad on page 4.° 
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27 BINNEY & SMITH CO. > 

. 
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and address on back of card and 
mail. You will receive particulars 
referred to in ovr ad on the Inside 


Seeeeeeseeseeeeeeeeeseeeeseeee 


mail. You will receive particulars 
referred to in ovr ad on page 35. 
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Stick coupon on stamp side of penny * 


SECURITY “STEEL, EQUIPMENT ; 


coupes cn stamp side of penay' Stick coupon on stamp side of 

aoe Write your firm's name? postcard. Write your firm's 
ind address on back of card ande 

pene You will receive particulars culars? 0nd address on back of cord 


referred to in our ad on the insides mail. You will receive 


Front Cover. d © referred to in our ad on page 
26 co. 7.2 PARKER PEN CC 


(bE Pee neers eenersareerocsemrerpemnasers cet tieeeetes 
Stick coupon on stamp side of pennys Stick coupon on stamp side of 
post-card. Write your firm's name « post-card. Write your firm's 
and address on back of card ands and address on back of card 
mail. You will receive particviarss mail. You will receive 
referred to in our ad on page 35.+ referred to in our ad on pa 


2 CODO MFG. Corp. 28 STANDARD RECORD 6 


= seteRaniasaiKGtnies aa ciaweeaiiatas << 
Stick coupon on stamp side of penny ¢ Stick coupon on stamp side 
post-card. Write your firm's name’ post-card. Write your firm's 
and address on back of card ands and address on back of ca 
mail. You will receive: porticulares mail. You will receive 
referred to in our ad on page 4.$ referred to in our ad on pam 


32 DENNISON’ MFG. co.: 31 PIONEER, ING | 
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Stick coupon on stomp side of penny ° Stick coupon on stamp side of 
post-card. Write your firm's name* post-card. Write your Sm 
and address on back of card and > ond addres: on beck of 
meil. You will receive particulars: ell. You ~ill reste Wie, 
referred to in ovr ad on page 35. eaameese = ae rm: 
UNIVERSA: OFFICE EU 
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Information Wanted! 


HIS is surely no time for the toleration of obsolescence 
] in the supplies and equipment of an office. Yet it is a 

fact that many an organization which is working day 
and night to fit itself for an efficient part in the national 
speed-up brought about by the war emergency, is coasting 
along, so far as its office is concerned, as if it were the day 
before yesterday rather than the eve of a world-shaking 
tomorrow. 

So large is the number of items of office supply and 
equipment in the market, so rapidly is their number being 
added to, that it is exceedingly difficult for any office execu- 
tive to keep up with developments in this field. OFFICE 
EQUIPMENT DIGEST was inaugurated as a means of pro- 
viding office people with guidance in this direction, and the 
editorial and advertising material carried each month in 
this publication gives a comprehensive picture of what 
the commercial stationery and office equipment industry is 
currently offering for speed-up of office efficiency. 

One of the most appreciated features of the service of 
OFFICE EQUIPMENT DIGEST to its readers is its Service 
Bureau, located in the main office of this publication at 
260 Fifth Ave., New York. This department is at all 
times closely in touch with what manufacturers and dis- 
tributors are doing, maintains up-to-the-minute files of 
catalogs and other informational material on everything 
pertaining to the furnishing and equipment of the office, 
and either has on hand or will get with a minimum of 
delay any desired merchandise information requested by 
a reader. 

Information wanted? Make use of the DIGEST Service 
Department. 
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ANDREW GEYER, INC. 
260 FIFTH AVENUE, NEW YORK, N. Y. 
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PUTTING PUNCH IN 
POWER PLANT OFFICE 


‘ww ii 


i 
: 
; 
4 


View in Chicago executive offices of Britton G. Budd, Public Service Co. of Northern 
Illinois, showing how attractive photomurals on the walls dramatize the company’s 
facilities for delivering service. These striking photomurals were made from ordinary 
camera pictures only a few inches square. They transform the office walls into "silent 
salesmen" for the power concern. 
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PHOTOMURALS FOR OFFICE INTERIORS — 


By Cheney Archer 


ABOVE: RAMATIC, life-size photographic enlargements aptly termed “photo- , 
Sones tom De yrong : - Ls murals” are giving modern executives new ways of using office walls as | 

-+ lesen = r-eeee teagan part of the decorative styling of the office. 

molding, decorate the offices of Photomurals offer further means of “selling’’ the factory, the institution, 


George D. Kaufmann. (Phot me : ; 
io ity. cake ie ase wels the products, or services in a very impressive way. They give a definite 


| 
tema of Kaufmann & Fabry Co., “lift’’ to otherwise sombre interiors. | 
one. It is usually a simple matter to select appropriate subjects from ordinary 
photographs on hand, and not particularly expensive to add new ones. 
From such selections photomuralists make dramatic enlargements up to : 
unbelievable size and with slight loss of detail or tonal depth. 
Photomurals make ideal wall covering. Whether adhered permanently 
or mounted on panels, the heavy print paper is well preserved against dirt 
and wear and normally will last for years. If mounted on panels, they can 
be moved about. Moreover, they are adaptable to various sorts of wall 
textures and contours. They can be handled in a variety of tones to match 
individual tastes or ensembles. The prints, on either white or buff paper, 
can be made in soft rich grays, greens, blues, gold-tone, or sepia. These can 
be enhanced by hand-coloring, or completely hand-rendered in full colors. 
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ABOVE: 


NEW COUNTER, RAILING, CHECKING DESK in Minot 
Federal Savings & Loan Association, Minot, N. D., designed 
and installed by Globe-Wernicke Co., Cincinnati, Ohio. 
Minot Stationery Co. was the local dealer. The wood is 
American walnut selected for matched graining in the panels. 
The counter top is black linoleum with white metal binding, 
and the counter screen is satin finish aluminum. The base is 
black rubber. Scribing of the counter around columns permits 
utilization of maximum floor space. 


RIGHT: 


GENERAL FIREPROOFING FILES in the basement 
of Aetna Life Affiliated Companies’ new office, 151 
William St., New York. In 1932 the organization made 
plans for moving its Manhattan offices at the expira- 
tion of its lease in 1941. The General Fireproofing 
Co., Youngstown, Ohio, was commissioned to survey 
Aetna needs and lay out a long-term equipment pro- 
gram. Orderliness was the keynote, with moderniza- 
tion, standardization, comfort, and efficiency equally 
stressed. 


RIGHT: 


HARTER CHAIR INSTALLATION. 
When the Chicago Park District recently 
furnished its new and modern Adminis- 
tration Building, they specified steel office 

quipment, included in their order ap- 
proximately 1300 steel chairs from the 
Harter Corp., Sturgis, Mich. Chairs 
chosen for executive, clerical, and steno- 
graphic use were posture-type swivel 
chairs with additional side chair and arm 
chair equipment, as shown in this typical 
general office installation. Harter steel 
seating was provided also for the cafeteria. 
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PARTITLO 


In United Drug Co. laboratories, Boston, Johns-Manville Vinylite lacquered Transite partitions, 
with borrowed lights at sides of doorways. Vinylite heading. J-M asphalt tile flooring. 
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I 


mental departments and agencies are confronted with the 

necessity of making provision for new offices or for the 
expansion or readjustment of existing office space, the ques- 
tion of partitions becomes a more than ever important one 
to all who are charged with the responsibility of providing 
an organization with efficient office layout. 

There is certainly no dearth of partitioning material or 
partitioning ideas available for taking care of any conceiv- 
able situation which may arise in office construction or office 
remodeling. In the variety of types of partition which they 
offer, the partition manufacturers have certainly given the 
office executives a real task in determining just what kind 
and just whose manufacture he will utilize in covering the 


|: THESE days when so many business firms and govern- 


RE ULRMENTS CELLING-HIGd PaxTITivN 7°O" HIGH] DWARF| RAILING 
Glass | Plaster|Wood |Metal Composition 
1.Soundproof iG Y By jaddingj Rock Wool 4 xX a 
2.Light UV | By the $dditign of tprrowed light \~ Y Y 
S.Air By tha additiog of and grille | \/ Y Y 
. A CHECK LIST FOR 
4.Electric Runwey a r bl 
— ae ra PARTITION SELECTION 
-Movab: 
(salves) Xi xXIVvIivI Vv lv Iii 
6.Lecorative Y Y Y Y YW Y Y Y 
?.Ease of Maintenance Y 4 x Y ul” of metq 
8.Flex P . 
rene gE Y x Y Y wl 
August, 1941 OFFICE EQUIPMENT DIGEST 17 


For Purchasing Agents, Controtlers, Office Managers 


a 7 sari one: a 2) one ne s3¢ > a ae pe oe: hss ial ee / 
eee eS a Se “2 — lee : Bea = 
ae ee, bs Ess | he ae 4 oak ice as. : wa ro 2 
2 Bl?) sve eae ie / ae ae ‘ Se 
; a cas ee e- . - 8 a GaP 5, a A ee ; A F Se — eae 
. z Pe fee : emer: = — ° . ae 
ae Sa av ea! 
‘es eu be neat a4 . ¢ 
* : i, Ore han we . ec 
i ae as oa ; i ; ys f : 
+ dat yi es Sa y " fe s <f 
i B “= HSA - oe a i 
= » — me ‘. ee i; ele i inte oe : : 
be aS ke a oe ee ¢ ' Si de . ; 
ba ae Bo, ae - : Sieoy Qe a : R / 
e FF 2 AOE Se 4 a a" Pe ye - is 
Ese ; tie 4 4 a 
: ) “oe GR 
P ‘ . oS * he . ie ae | r 4 r 
4 ° o > foi Ps a | ype | _ 7 
; : Re We a ee ae hee tess : : 2 
: . ee 9 i be aa | : 
| Sees ; if | 
5 ee as. § = | ; 
7 ‘ = ~pi 2 “8 | P:- ‘ie 
x et > ee 7 Be i 7 ed 6 cies 
4 eis : & ek tf ‘ . oe 
‘ a i Ge y 4 
; : 4 4 my, oi 4 = 4 o 
: 3 f » Lge : J ng 1 
; 1 & | { a , i é‘ m a , x : 
3 J . : ee ee i 3 ; 
ae. “a = he FE eas oa 4 ‘ i. J 7 
on “s ; ery a * 4 
Pe hr a Ss de. co } 
ges * — oe x : 
Ege 2 ’ a ; a ie 
a Py Me ca si 
r jes f ay & = ee . 
ie “e ee Se en é : 
eee a -. te ee TM ; 
oe > say Si , Wee: dee ia : 
a Tee na - - We if 
. —— a é. — ee = 
ee . oe ae " x 
aah Pe: ae aes > awe a ee 2 = ; 
f a. we £ ir Bei silt ean cc ae $ Cae es “4 
} a ay ££ P — - P 5 aig a aw a xt fe lay a 7 i 
ie : ee lie A ee: bs rl a F : 
j : a, Ws a) = ere, * 4 P ke . Ea! by - > 
‘ fe ee ae es ieee beg _ % Be im ' 
’ ; ; oe A ey de Pea -p oe ” > a a 
' wet eS x Pee ; is o _ eee oe a. rg ieee Bec : : 
Bb ate , . : . . 
ee | 
: ; 
\ 4 
= J ee 
' 
7, 
a 
i 
PO | : 
Po : 
| 
| 
a 
a 
| 
| 
I 
ea. eae oe al eS Reyne Za po | a 5 Ree ee se ae ae a 


requirements of the job at hand. The check list 
printed with this article will be of assistance to 
the office executive in selecting the best kind of 
partition to meet his needs, after he has first run 
over the more detailed requirements for parti- 
tions which are given in the paragraphs which 
follow. 

Partitions come usually in four standard 
heights—ceiling-high, 7-foot, 4-foot 6 inch to 
6-foot (dwarf partitions), or 3-foot to 4-foot 
(railings). 

The main function of a partition is of course 
the division of office space to provide depart- 
mental segregation or private offices. Any of 
the four heights of partition mentioned will 
serve the purpose of dividing the space into de- 
partmental areas and private office enclosures, 
but complete segregation can be attained only 
through use of ceiling-high partition, commonly 
of glass, plaster, wood, metal, or composition. 
(1). If full sound-proofing is a requirement, it 
can be attained only by use of ceiling-high parti- 
tions of masonry or glass, or packed-panel par- 
titions of wood, metal, or composition materials. 
(2). Passage of light through partitions is 
attained by building glass panels into the opaque 
partitioning or by having the partitioning en- 
tirely of glass sheets or glass brick. Clear glass 
panels, in addition to giving light also provide 
visibility for supervision of personnel. 

(3). In ceiling-high partitions, air circulation 
is gained by the addition of transoms and grilles. 
(4). Runways for electric and telephone wir- 
ing are provided through use of removable 
bases. 

(5). Movability for speedy office re-arrange- 
ment, with salvage of partitioning, is possible in 
the wood, metal, glass sheet and composition 
types of partitions. 

(6). Decorative surfaces are applicable to 
plaster type partitions but are delivered to speci- 
fied design and color in the wood, metal, and 
composition types of partition. 

(7). Ease of maintenance is a feature especi- 
ally provided for in special-surface partitions 
of composition and metal manufacture. 
(8). Flexibility, for changes of doors, glass 
panels, and transoms, is gained in the composi- 
tion and metal types of partitions. 

The 7-foot partition gives of course a greater 
circulation of air than the ceiling-high types, 
while the dwarf type partition adds to the light 
factor by its elimination of the cornice and by 
being lower. The railing type of partition 
serves mainly as a guide for office traffic and as 
a marker of departmental and private office 
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Snead & Co. steel partitions in office of Deering Milliken & 
Co., New York. 

CENTER: 

Pittsburgh Plate Glass Co. Herculite plate glass partition 
and door for offices. 

BOTTOM: 

Imperial type Transite walls (Johns-Manville) in Proctor & 
Gamble Blidg., Cincinnati, O. 
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boundaries where more elaborate division is not 
a requirement. 


Of great importance in the selection of parti- 
tions is the feature of standardization. When 
after study of the situation it is found that the 
necessary requirements of an office layout are 
best satisfied by the partition furnished by some 
one manufacturer, that partition should be made 
the standard for both present and future pur- 
chases, in order that full advantage may be 
taken of the features of flexibility and salvage. 

The question of partitions for the office is not 
a purely utilitarian one, any more than is the 
question of what sort of walls one should have 
in one’s home. There are esthetic and psycho- 
logical factors to be considered, in addition to 
those having to do with the physical service 
which is rendered by the partition as a method 
of dividing and enclosing space. 


The men and women who are employed in 
offices probably spend on the whole more of their 
Monday-through-Friday waking hours there 
than they spend in their home. Yet out of the 
thousands upon thousands of offices in the 
United States there are still comparatively few 
in which the exceedingly important relation of 
environment to occupants has received the at- 
tention which that subject has received for 
years in the better class of American home. 


People to whom _ well-proportioned home 
rooms, pleasingly decorated, lighted, and furn- 
ished, are a commonplace of daily existence, per- 
form their office tasks in a setting composed of 
depressing open office spaces and weird cubby- 
holes called private offices. Even top executives 
are frequently housed for their big-time jobs in 
rooms so badly designed that they would not 
tolerate them in their homes for a day! 


Such surroundings definitely lower efficiency 
by acting adversely on the spirits of those who 
have to work in them. There cannot be a 
feeling of irritability, of restlessness, even of 
unhappiness, which would be swiftly dispelled 
by a more pleasant working environment. 

Much of the trouble lies in ill-planned division 
of office space and the use of inappropriate par- 
titioning. Once these fundamental errors have 
been made and allowed to remain uncorrected, 
whatever else is done in the way of layout and 
equipment is largely waste effort, from the point 
of view of creating a truly satisfactory office. 

The choice of partitioning, its type, its 
texture, its color, its decoration, and its arrange- 
ment, is a fundamental in the building of an 
office that will truly fulfill its purpose. 

(Turn to next page) 
TOP: 


Snead & Co. steel partitions, Memorial Hospital, New York. 
CENTER: 


In office of Albany Associates, Albany, N. Y. Partitions of 
S - blocks (Pittsburgh Corning Corp., Pittsburgh Plate Glass 
BOTTGM: 

In Warner Bros. Film Exchanges, special 42-inch steel railing 
with class superstructure from E. F. Hauserman Co. 
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“Master of sheer beauty and artistry, designer of 
more than one hundred beautiful types” says the intro- 
duction, in part, of a booklet, Goudy, the Type Master, 
published recently as a tribute by Underwood Elliott 
Fisher Co., 1 Park Ave., New York. The booklet takes 
the reader behind the scenes to do honor to Frederic 
W. Goudy, who is type consultant to Underwood engineers 
and designers. Mr. Goudy has been at work for almost 
forty years designing alphabets, engraving matrices, 
casting types. 


General view of office of W. T. Galliher & Bro., Washington, D. C. Upper walls 
and battens of Masonite Deluxe Quartrboard provide attractive, easily applied 
wall surfaces, combining durability with economy. The wainscot is of Masonite 
Tempered Presdwood to assure the utmost in long-wearing qualities and ability 
to resist the hard treatment to which lower walls are subject. These surfaces are 
waxed to retain the natural finish. 


(Continued from Page 19) 


Each year that passes sees more choice offered to the office in the matter 
of partitioning. New materials are developed and existing partitioning 
materials improved in character and quality. Those laying out the office 
can select from a variety of partitions which would have surprised greatly 
their predecessors in office layout work. 

It is as necessary to keep up to date on what is being done in the partition 
field as it is to keep one-self constantly in touch with the ceaseless change in 
the furniture, the machines, and the supplies which make the American 
office probably our greatest contribution to modern business enterprise. 


UNDERWOOD ELLIOTT FISHER PAYS HONORS TO GOUDY 
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Interesting note in the booklet is the mention made 
of the first recorded attempt to invent a typewriter, 
found in the records of the British Patent Office. It 1s 
shown that on Jan. 7, 1714, one Henry Mill, an English 
engineer, was granted a patent for “an artificial machine 
or method for the impressing or transcribing of letters 
singly or progressively one after another, as in writing; 
whereby all writings whatsoever may be engrossed im 
paper or parchment so neat and exact as not to be dis 
tinguished from print.” 
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OFFICE EQUIPMENT 


LEFT: 
STENOGRAPHIC CHAIR, by Sturgis Posture Chair Co., 


Sturgis, Mich., now uses a new streamlined steel base to replace 
the die cast aluminum base formerly used on the company's 
chairs. This model has shielded casters, is available in a variety 
of color combinations; olive green, brown, maroon, black, or 
metallic grey enamels; brown, green, black, blue, maroon, or 
red genuine or artificial leather upholstery; brown, maroon, 
green, or blue mohair frieze fabric upholstery; and green or 
brown Bedford cord. Seven models now have the new base. 
Prices remain the same. The development of the new base was 
brought about by government restriction of aluminum for non- 
defense purposes. 


RIGHT: 


PURIFICATION OF THE AIR is made possible by the use 
of this Ozonator, product of the Ozonator Corp., 250 Park 
Ave., New York. The unit creates ozone by a series of safe, 
imperceptible electrical discharges. Ozone is a natural purify- 
ing agent which destroys organic odors, produces a rarified air. 
The small model, shown, for private offices where general stuffi- 
ness caused by smoke, odors, or lack of air circulation can 
produce drowsiness, headache, general inefficiency, sells for 
$19.50. Larger models, which sell for $32 and $54, are for areas 
where there is a greater concentration of people. The units 
employ no chemicals, have no moving parts to wear out. 


BELOW: 


ADJUSTABLE OFFICE CHAIRS. Adjustability is the keynote 
of the new line of steel office chairs from General Fireproof- 

ing Co., Youngstown, Ohio. Six styles have been announced— | 
adapted in their design and functional qualities to every office 
duty—from a machine operator to the guiding heads of busi- 
ness. Working comfort is provided through simple adjustments 
to suit the physical characteristics of the user. 


ABOVE: 


PLASTIC BINDERS. A new series of plastic-finished binders 
has been introduced by the Master-Craft Corp., Kalamazoo, 
Mich., a division of Shaw-Walker Co. This plastic binding won't 
fade or scuff, can be washed with soap and water without harm. 
Two colors are offered: black and bronze, both with a rich 
lustrous pearl design. Binders are now available in this finish in 
the standard size sectional post binder models. 


de 

er, LEFT: 

7 TYPEWRITER STAND. Feature of this Super-Stand office 

sh machine stand, from Metalstand Co., 1615 Melon St., Phila- 

ne delphia, is the sliding shelf, which opens out from either side, 

ars can be easily pushed back into position. The unit is finished 
in walnut, oak, green, or mahogany, comes in two sizes. The 

ei 14 by 172 by 26!/-inch high model retails for $6.45, while 

ha the 16 by 20 by 26!/,-inch high stand retails for $8.45. 

16- 
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LEFT: 


LIFETIME INK PAD is the name and claim of this new pad 
introduced by the Thomas Sales Co., 321 N. Central Ave., Chi- 
cago. It is equipped with a novel type filler which prevents ink 
from evaporating. Molded from Bakelite in red, green, and 
black, the tops are decorative and durable. 


BELOW: 


ZIPPER CASE. Stein Bros. Mfg. Co., Inc., 231 S. Green St., 
Chicago, will introduce its 1942 brief case and portfolio line at 
the Luggage and Leather Goods Exposition, Hotel Pennsylvania, 
New York, on August II. The case shown is equipped with the 
new Steinite plastic handles, a patented feature that adds colorful 
style to portfolios. It also gives a comfortable grip and is a 
safeguard against perspiring hands. The case may be had with 
or without the ring binder. Available in top grain cowhide in 
a wide assortment. 


BELOW: 


TYPOMETER is a simple, practical, vertical line scale for 
standard typewriters, operates in typing much as does the ver- 
tical scale printed on stencil sheets. It takes the “guesswork” 
out of typing, gives the operator complete control over the 
machine. With the Typometer the number and exact position 
of the typing lines in the blind spot back of the platen and 
hidden from view, is obtained at a glance. Perfect top and 
bottom margins are maintained on all work. Even date lines 
on letters and the name lines on envelopes are typed in the 
same relative position each time. Easily attached to the platen 
of any machine (different makes require different Typometers) 
the Typometer is unobtrusive, does not interfere in any way 
with operation, may or may not be used at the will of the oper- 
ator. A 50-cent retailer. From Information Service Bureau, 
Box 82, Knexville, Tenn. : 


THT BELOW: 


STAPLE REMOVER. Simple in its operation is this Presto 
staple remover, product of Metal Specialties Mfg. Co., 3210 
Carroll Ave., Chicago. Just insert the remover points, press 
handles, and out comes the staple. Made of colorful plastic 
with hardened-steel points. It is priced to retail for 25 cents. 
It comes mounted on a self-selling, two-color, 3% by 5%-inch 
display card. 


LEFT: 
ZEPHYR AUTODEX IN METAL. Zephyr American Corp., 31 W. 47th 


St., New York, announces this new model Autodex, an automatic tele- 
phone index. It is molded in metal, slightly different in shape from 
the Bakelite model, has a gleaming plastic indicator and release lever. 
It retails at $1 and is available in five colors: cream, gray, red, tan, 
and walnut. Regular trade discounts apply. Zephyr also announces 
an increase in the prices of the Bakelite Autodex effective August |. 
The black model will retail for $1.50; ivory, $2; and the ten other 
colors $1.75. All Zephyr American prices are Fair Traded. Refills 
remain 35 cents. 
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y\Nb UP PRODUCTION 
IN THE OFFICE 


By George 8S. May 
of the George 8S. May Business Foundation 


(concluded from the July issue) 


HE application of labor-saving machines to office and clerical routines is 
also far behind the use of machinery in production. The fault lies not 
with any lack of development or performance of office machinery, but 

rather with the failure to appreciate the things that now can be done faster 
and better by mechanical means. 

In the larger offices there is pretty general acceptance of machines, as 
might be expected in view of the vast amount of tabulating and calculating 
to be done in a big organization. It is the medium size and small companies 
that are slow to. take advantage of latest and best methods. Executives of 
the smaller companies answer that mechanical equipment would not be 
applicable to their requirements. ‘Too expensive,” they say. I have yet 
to find one of them, however, who was able to show that he had made any 
sort of a qualified analysis. He may have tried out a new machine and 
found it wanting, but a little further investigation almost always proves 
that the machine was all right only the employes couldn’t master it. 

Some modern office machines really are complicated with their array of 
levers, buttons and gadgets that would do justice to a pipe organ. A clerk 
has to be given sufficient time to learn the ins and outs of the machine before 
he can use it with any degree of skill. Sometimes it is better to hire trained 
operators when a machine is bought instead of attempting to teach old 
employes seemingly hard new tricks. 

The utility of a machine is not to be appraised purely on its applicability 
to an existing function. Perhaps it can perform new functions of real value. 

Here’s an example. A manufacturer of electrical equipment purchased 
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an expensive piece of office machinery for routine tasks 
and found that it could also provide exceedingly useful 
payroll analyses. Without the machine the analyses would 
require the work of about thirty clerks—a prohibitive pay- 
roll burden—and it is doubtful that even this staff would 
complete the work quickly enough to be of value to the 
management. 

Many an expensive piece of office machinery lies idle to- 
day because a minor defect has not been remedied. There 
appears to be a tendency on the part of office workers to 
revert to manual procedures when mechanical devices 
come to need repair or adjustment. Unless the manage- 
ment can detect the change, this reversion continue in- 
definitely. The fact that such things occur indicates the 
desirability of having definite production procedures for 
office work, just as materials and parts are routed through 
the manufacturing department. There’s no other sure way 
to escape having costly equipment lie idle. 


Just in case I may have given the impression that large 
offices, because of greater use of machines, are closer to 
peak efficiency than small offices, let me add this statement: 
As a general rule, it is possible to make more striking con- 
tributions to efficiency in a large office than in a small one. 
The large office has greater flexibility and adaptability to 
what might well be called mass production methods. In 
addition, more room for improvement exists in a large 
office because there is usually considerable waste motion 
that is submerged and escapes notice whereas it would 
stand out glaringly in a small place. 

Have you heard of performance standards of office 


These good suggestions, gathered from members of the company's 
stenographic force, come from a bulletin issued by Westinghouse 
Electric & Manufacturing Co. for distribution within its organiza- 
tion. The bulletin is one of a series, "Our Letters" designed to 
improve the caliber of correspondence. 


he 8 Ydeal » , ewe 


He dictates early—most important letters first. 

He has all necessary correspondence and informa- 
tion assembled in order. 

He has planned what he wants to say. To be 
sure that he omits nothing, and gets his thoughts in 
logical and forceful orders, he has made a few brief 
notes. 

He uses words that precisely express his meaning, 
avoiding hackneyed phrases or too frequent use of 
any word. 

His sentences are easy to follow, impossible to 
— with an informal, conversational 
style. 

He speaks directly to the point, from the reader's 
standpoint. 

His letters are as short as is consistent with com- 
pleteness, accuracy, emphasis. 

He speaks distinctly, at a uniform speed, with the 
normal inflections of ordinary conversation. He 
avoids distracting and time-wasting mannerisms. 

He either gives the stenographer all associated 
correspondence, or spells proper names. 

He especially emphasizes or spells unusual words— 
pauses briefly balers each number. 


On the dictating machine, he pronounces every 

. syllable distinctly. He illustrates the letters as he 

spells names and types. He spells unusual words. 

He repeats numbers in two different ways. He 

indicates length of each letter and marks ALL 
corrections on the slips. 
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workers? Lots of executives haven’t and some of them 
laugh at the idea. Maybe, then, it will be news to many 
that companies which have made the greatest progress jn 
office efficiency have definite performance requirements for 
each type of work. 

A prodigious amount of time is wasted in some offices 
simply because there is no standard of output. Typists 
find all sorts of excuses to be away from their machines, 
while the men find frequent opportunities to discuss yester- 
day’s ball game, the war, the political outlook. Each jn- 
terruption means delay until everyone gets back into stride 
again. But when there is a definite, reasonable minimum 
amount of work to be done, the normal individual plunges 
into it and resents interruptions. 

If you analyze the idea of performance standards a little 
more closely it isn’t so strange after all. Every employer 
sets standards, in a haphazard way at least, when he men- 
tally rates employes as good, excellent or poor. A new 
secretary, after a fair trial period, isn’t kept unless she 
can turn out the work about as well as the average of her 
predecessors. 

The plant foreman knows just how much work each 
man under him can and should accomplish in a day. No 
doubt the figure has been arrived at by study and observa- 
tion of each task, with full consideration for rest periods 
and other necessary interruptions. The same thing can be 
done for most office jobs, perhaps not quite as accurately, 
but within very satisfactory limits. 

The mention of typists reminds me of a clever adaptation 
of the centralized stenographic department idea. I came 
across this one in the office of a corporation executive with 
whom I had just come to an agreement. “I suppose you 
would like a confirmation of this,” he said, then added, 
“Wait a minute.” He picked up the telephone, asked his 
operator for the typing department, and shortly began 
to dictate the confirmatory letter. Within a minute or two 
after he had finished dictating, the letter was in his hands 
for signature. 

This company had improved on stenographic centraliza- 
tion, which, as you know, groups a number of stenog- 
raphers in one room where they are on call and can handle 
much more work than if each were assigned to one officer. 
By dictating over the phone to any typist not already oc- 
cupied, the trip of a stenographer to the executive's office 
was avoided. Direct dictation also made the taking and 
transcribing of shorthand notes unnecessary. Many sten- 
ographers can type as rapidly as most men dictate, so 
there is no difficulty on that score. 

You may chalk this up as an instance in which executives 
have demonstrated real ingenuity in the matter of office 
efficiency. 

An integral part of office planning and layout is the 
question of such everyday equipment as typewriters, foun- 
tain pens, pencil sharpeners, time stamps, envelope sealers, 
and similar items that more or less correspond to the in- 
cidental tools used by a mechanic. Considered in the 
aggregate, these minor time and labor savers add up to % 
substantial figure as an aid to efficiency, and yet there 1s 
evidence of niggardliness in supplying them in most offices. 
Either they are not provided at all or there aren’t enough 
of them. Moderately priced fountain pen desk sets and 
pencil sharpeners, for instance, often come in the latter 
category. 

Ordinarily these incidental aids to office workers are 
kept in service far beyond their useful life. Typewriters 
that are ready to collapse like the one-hoss shay are waste 
ful of stenographers’ time and bad for their dispositions. 
Pencil sharpeners that break points instead of sharpening 
them are strictly a nuisance. Yet, old equipment that 
would not be tolerated in a well managed plant is kept on 
year after year in offices at increasing cost for repairs 
(Continued on page 26) 
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BUSINESS MACHINE 
q FIELD 


ADDING-FIGURING MACHINE. A _ new portable electric- 
nanual Underwood Sundstrand adding-figuring machine has just 
been announced by Underwood Elliott Fisher Co., | Park Ave., 
New York. This dual control machine can be operated manually 
by means of the permanently attached handle, or electrically with 
sither direct or alternating current. This handle is easily engaged 
ot disengaged for manual or electric operation. The permanently- 
attached electric cord can be stored when not in use on a special 
rack at the rear of the machine. The motor and mechanism of this 
ww model are enclosed in a streamlined case for protection 
against dust and for quieter operation. The machine can readily 
be carried from place to place, and is designed for continuous 
work under all sorts of operating conditions. 


LEFT: 


August, 194) 


RIGHT: 


NEW EDIPHONE DISPLAY GROUP. This dis- 
play at the recent meeting of the National Asso- 
ciation of Credit Men in New Orleans, features 
a novel electric poster sign (rear left) evolved by 
Ediphone Division of Thomas A. Edison, Inc., West 
Orange, N. J., for use at national exhibitions. The 
display changes constantly as a series of twelve 
illuminated poster panels come into view in con- 
tinuous rotation. Equipment consists of Miracle 
Ediphones on the desk and table and streamlined 
secretarial and executive Ediphones in the fore- 
ground. 


STRE 


ELECTRIC WRITING MACHINE. A new 10-inch Electromatic 
writing machine has been specifically designed for greater speed 
and ease of handling correspondence and all short forms by the 
Electric Writing Machine Division of International Business Ma- 
chines Corp., 45 Crouch St., Rochester, N. Y. A light touch on 
the keyboard releases each motor-controlled type bar. Standard 
equipment with this new machine includes 10, 12, 16, 20, 24, and 
30-inch carriages. Featured are the two new light indicators for 
indicating the end of writing line and end of paper. The red 
signal lights simultaneously with the ringing of the bell when the 
carriage nears the end of each line. When the green signal lights, 
it indicates the approaching end of the paper. This signal appears 
when the writing line is about an inch from the bottom of the 
paper. This light-indicating unit may be attached to any Electro- 
matic writing machine including the standard equipment, forms- 
writing equipment, hektowriters, carbon ribbon writing machines, 
and proportional spacing machi 
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24 HOUR 
SERVICE 


By maintaining a large stock in our 
Chicago warehouse the average or- 
der is on its way the same day that it 
is received. 


You'll recognize the Superiority of 


CHAMPION CLASP 


Envelopes over ordinary envelopes. Well 
gummed, deep flaps and seams insure perfect 
protection for heavy contents. Don't gamble 
with inferior clasp envelopes. 


Sreeune sa tisfaction by 


spect ying 
CHAMPION CLASP ENVELOPES 


Use QUICKMAIL COUPON No. 13 


QUALITY PARK ENVELOPE CO. 


General Office & Fa Chicago Office and 
- Quality Park - 
St. Paul, Minnesota 11-116 Merchandise Mart 


STEP UP PRODUCTION 


(Continued from Page 24) 


inconvenience. A small investment to bring the minor 
facilities up to date at regular intervals is money well 
spent. It has a good psychological effect, too, for working 
with first-class tools is an inspiration to do first-class 
work. 

Executives will often admit that the number of their 
office employes is greater than needed over an average 
period, but that this is unavoidable because of peak loads 
that occur regularly, such as month-end billings and pay- 
rolls. This condition is most prevalent among smaller 
companies where the volume of clerical work is insufficient 
to provide the flexibility found in large organizations in 
which there is an opportunity to shift a certain number of 
people around to different departments. 

In some instances not much can be done about this prob- 
lem of occasionally idle office help. Usually, however, there 
is a solution other than the impractical one of dropping 
the extra employes for two or three weeks out of every 
month. Laying off might work in the factory, but not in 
the office. 

Some executives have found that idle equipment is less 
expensive than inactive personnel, and have provided extra 
machines to enable regular employes to handle temporary 
extra loads. Other executives have learned that the idle 
workers can be used to advantage in compiling statistics 
and operating information that is not absolutely essential 
but nevertheless is highly useful as a guide to manage- 
ment. For example, there could be industry statistics that 
show how the company stands in relation to competitors; 
comparative performance figures on salesmen; market 
analyses, and many other studies of this kind. 

Still another method of meeting peak load demands is to 
hire the services of organizations that specialize in doing 
statistical work. Expert machine operators came in for 
a few days each month, or the work may be sent out to 
them. Whatever the solution may be for any particular 
company, the problem of idle help is one that usually can 
be eliminated or minimized. 

In a well managed industrial plant the control over 
materials and tools is strict. If a workman takes out a 
valuable tool he signs for it, and if he carelessly loses it, 
must pay. One would expect to find even greater watch- 
fulness over office files containing valuable records, yet it is 
common practice to let everyone in the office have free 
access to files, with no obligation to sign for things taken 
out. Often the responsibility for keeping files is divided 
among several persons, and when anything is missing they 
simply pass the buck. A house-cleaning of all desks in an 
office having a haphazard filing system invariably brings to 
light papers and documents believed to have been mislaid 
or misfiled. 

(Continued on Page 29) 


For 0 Ul CK Communication 


Use the ready-made QUICK- 
MAIL Reply Coupons Follow- 
ing Page 10 of this issue. 


It takes only l minute plus le to make an inquiry! 
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fom the Shops of MASTER-CRAFT Comes 
1 Sensational New Series of Binders Finished 
in Lustrous, Durable, Modern 


4 } 
> 7 
, ' 
~, f , fri 
s , 4 
/ by . 
. 2 th 
Ne 4 Ss 
- ¥ is > 
¥ . % 
J ‘ 
‘ 
v 
a 
° . 
Fm ~ ~ 


These binders have gone modern. The result is the most colorful, most 
practical binder that you’ve seen in a long time. 


Here truly is the binder you’ve been looking for. Not only strikingly hand- 
some, but highly practical as well. It is sanitary, smooth, pleasant to the 
touch. It is readily cleaned. It won't stain, won't scuff, won't fade, and— 
it is moderately priced. 


“Belle Like 2 Available on all popular sizes of sectional post binders, with choice of end 
—— lock or top lock. Colors—Bronze Pearl or Black Pearl, illustrated. 


Ask our local dealer about these attractive new binders, or use QUICKMAIL 
COUPON No. 3. 


HAW'WALKER  Yesecrce 


KALAMAZOO, MICH. 
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COM FO RT increases 
EFFICIENCY 


HP-6 $2.75 and $3.00 


...@ Sengbusch Handi-pen on 
every desk—from the harmonizing 


HP-670 (Presswood 
Base) $8.00 and $8.50 


In these busy days everyone from steno to 
executive must work at top speed and top 
efficiency all day. Tired bodies mean tired 
minds, and both mean errors and slow-ups 
of production. Protect your firm against 
‘losses and delays due to fatigue by giving 


Complete variety of styles, 
colors, and prices for 
every office requirement 


Plain or “dressed up” — 
single or double — black or 
in striking colors—the HP-6 
Series gives you everything 
you need for a 100% Handi- 
pen installation, at prices 
from $3.00 to $10.50. Hand- 
some HP-6 styling dresses up 
your office . . . basic Handi- 
pen features give your staff 
the writing satisfaction they 


comfortable seating to every office worker. ral 


(Genuine Two-tone 
: . h al dreamed about. 
There is a carefully designed, craftsman- SOREN ep 


Sengbusch “‘tip-in-ink” fea- 


Walnut Base) 
$5.25 and $5.50 


o constructed JASPER CHAIR CO. style to 


* ee 


meet every seating need. Ask your dealer 
to show you this outstanding and complete 
line of moderately priced chairs. 


Use QUICKMAIL COUPON No. 17 


JASPER CHAIR CO. | “ipa 


JASPER 


Walnut Base) 
$10.00 and $10.50 


INDIANA 


George A. Litchfield, Sales Mor. 
J Ind. 


jasper, 


NEW YORK CHICAGO 
R. J. Freeman W. H. Brown 
383 Madison Ave. 6708 Glenwood Ave. 


SOUTHWEST 


E. W. Thomas. Box 3493 
Peninsular Station 


Daytona Beach, Fla. 


SEATTLE 
S. H. MacDonald 
Orpheum Building 


SOUTHERN 


James E. Fowls, 3414 Euclid 
Heights Bivd., Cleveland, Ohio HP-660 (Genuine Walnut Base, 
Colorful Plastic Trim) 
$6.75 and $7.00 


ture provides uniform pen- 
inking; no flooding. No 
creeping of ink up to the 
fingergrip. No over-supply 
ofeink to spill. Don’t be 
satisfied with old-fashioned 
desk equipment. Step up ef- 
ficiency — improve morale 
— cut down ink bills, with 
this modern writing method. 
Ask your stationer for de- 
tails of 10-day free trial 
offer, or write direct. 


Sengbusch Self-Closing 
Inkstand Co. 


825 Sengbusch Bidg. 
Milwaukee ° Wisconsin 


To answer above ad use QUICKMAIL COUPON No. 6 


August, 1941 


i PM» te Seats or.) eee ee ete, | ge aa ee ee tae es So aa J a 
+e — Ue ae oe I a ie. aed i Sa a 
i er ; : : 
. RS: —_—__—_———____— ee Oe 
oe | 
| 
‘ | 
Re Steg j 
‘ee . 9 
‘ 1 a 
- | 
7 | ement = 
| ° ro ae SN 
min = 
% eS . j | : Y 3 \ 
ae f. a> oe ee ’ os pie 
. o a | t d a ee a. 
: “3 : an | ee oie 4 
aes at a " a A if ‘ly 
; se bas ee } i a \ aie tes. oe 
é Via Skee 7 “ 4 E 7 tt 
Bo ee! eo a | Wee coer : 
. u oo | 
Re ie je: <° | \ 
m1 a £ ae. 7 a en Y 
i } ul 1G 3 Bee } 
a | ee ce H 
a 
ve . RS Sia a 
ss a ee 
we #3 eta ay ; J ; 
‘ ae . 
2 ia hatte ~ = 
BR No. 80 F 
sie 4 X 
mA: Peat, \ 
ee 9 Oey 
r ibe x ie a “ 
a 7 
i | iN 
, . 
ef iy \ 
—_ = a 2 ” 
; Sa PA MS 
a. eS 
i | a y 
‘ 7 
. Jo y/ 
: ; | | / 
4 3 Male | 
F <* . 
PS = oS 
re Tf c 1 
A) rs 
ee _ . a dl 
‘i —_—_—_— Oh s- —————— 
: a, <n amma —————— a 
; 28 | 
ee ee te ee i. be ed Mec ee oe ee 
= coe id bed aay Pos ee eee 7 + Bee) ee ae Se C s ot oa PPR £0. ae Pa: yr re 


(Continued from page 26) 


The amount of time lost due to improper filing is start- 
ling. There’s a right way and wrong way to do filing, and 
this important job should not be entrusted to a clerk having 
neither training nor adaptability for it. In our examina- 
tions of filing systems we have come across some that were 
unique, to say the least. The person who devised them 
would be the only one in the organization capable of finding 
anything in them. At times I have had the suspicion that 
these individualistic systems were clever devices to assure 
continuous employment. 

Any lack of organization in an office shows up quickly 
when the forms it uses are checked into. Unnecessary 
routines, reports and procedures have an insidious way of 
creeping into office work, and once entrenched are difficult 
to eradicate. 

Records on 25 companies, picked at random from our 
files, indicate that on the average less than 75 per cent 
of the existing forms are being used at all in the average 
company, and less than 60 per cent are being used con- 
structively. Most forms, even the good ones, call for more 
information than necessary. 

The form evil has been corrected in many firms by re- 
quiring that each new form be cleared through a responsi- 
ble officer who decides whether or not it is worth the 
trouble. Periodically this officer goes over all the forms, 
and, after consultation, eliminates those no longer con- 
sidered essential. A little knowledge is a dangerous thing, 
to be sure, but a business organization can also get too 
much. 

Originally all forms probably serve a useful purpose, but 
like anything else they become outmoded with the passing 
of time. The clerk who prepares them continues to do so 
until stopped by someone in authority, and if no executive 
happens to take the matter up, the old forms continue and 
multiply. An extreme illustration comes to mind: A clerk 
who dutifully made out a daily report with three carbon 
copies was told she could throw the carbons away. She 
continued to make the carbons, and then would toss them 
into the wastebasket. Foolish as this was it didn’t compare 
with the carelessness of the officer who received the daily 
original. He never read it, and yet the thought never 
occurred to him that the waste of effort should be stopped. 

Great strides have been made in devising intelligent 
methods for selecting personnel for office and factory to 
attain peak efficiency. While we may never reach the 
height of perfection in getting the right type of personnel 
for our offices in view of the variety of factors that have 
to be considered, there are certain aids toward the goal. 
Personality, appearance, temperament, health, punctuality, 
education, ability and experience must all be wrapped up 
in a single human being, but the proportions are sure to 
vary widely. 

The problem, then, is to gauge the importance of each 
factor in its relation to any particular position to be filled. 
If the job calls for a person who must meet the public, then 
even temperament, appearance and personality will count 
heavily in making a selection. If there is considerable 
physical labor involved, health will be a dominant factor. 
By keeping records on all employes, and grading them on 
each quality they possess, it becomes possible to determine 
just what attributes and combinations seem to fit best into 
each position. Psychologists are constantly refining the 
process of personnel selection until it is well on the way 
to being a field for highly trained specialists. 

Regardless of the care taken in personnel selection and 
training, a certain amount of turnover is inevitable. And 
when an old employe leaves and a new one has to be | 
broken in, the smooth functioning of an organization is 
disturbed. One executive has developed an excellent plan 


MAKE YOUR 
OFFICE EFFICIENCY 


“WORLD'S 
FINEST 
STAPLER” 


Outselling and outperforming all others... that’s the record of 
Aceliner wherever good staplers are sold! Small wonder the new 
Aceliner has scored such spectacular success. For it's actually four 
staplers in one. . Staples, Pins, Tacks, Hand Fastens. Choice of 
four colors .. Mahogany Red, Walnut Brown, Green and Black 
Streamlined design, with 30-second loading : 
feature. Precision built and sold with lifetime 
guarantee! May we send you all the facts? 


STAPLE REMOVER 


The patented Ace Stapler Remover snaps 
out clinched staples instantly without in- 
jury to papers or finger nails. Designed for 
use with all standard staplers. Ask your 
dealer or write us today. 


MAKERS OF: Ace, Pilot, Cadet, Scout Staplers for 
office and factory; Staples, and Staple Removers. 


ACE FASTENER CORPORATION 


3415 NORTH ASHLAND AVENUE, CHICAGO 


STAPLERS FOR EVERY PURSE AND PURPOSE 


(Continued on Page 30) 


To answer the above ad use QUICKMAIL COUPON No. 12 
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MUG Ub 


POSTURE CHAIRS 


Streamlined Bases 
with shielded casters 


(Patents Pending) 
Light Weight 
Sturdy 
Steel Construction. 


“A Model for Every Need” 


No. 2800 Arm Swivel Chair 


Sold by office equipment dealers everywhere 
Send QUICKMAIL COUPON No. 21! 


STURGIS POSTURE CHAIR CoO. 
Magnolia Street Sturgis, Mich. 


to minimize the inconvenience caused by office turnover, 
He requires each employe periodically to write up a com. 
plete set of instructions on how to do his or her particular 
job. The instructions are written as though intended for a 
successor, even though no change is contemplated. The 
reports are then filed for an emergency. The value of 
these instructions in case of illness and as a guide for a 
new employe is apparent, but they have a more subtle 
value; namely, the insight they give the management into 
the manner in which each worker spends his time. 

An over-all survey to determine the efficiency of an 
office can best be conducted by an outsider, or at least by a 
qualified and impartial member of organization. Some 
office equipment manufacturers and dealers offer a service 
of this kind in the hope that they might further the 
application of their equipment already in use or open 
avenues for additional sales. Then there are organizations 
and individuals specializing in this work. Regardless of 
the source from which the service is obtained, however, a 
periodic survey of office operations, methods, and proced- 
ures is essential to good management. 

COXHEAD HAS CHICAGO OFFICE 

To better serve its customers in the Chicago terri- 
tory, Ralph C. Coxhead Corp., New York, maker of the 
Vari-Typewriter machine, has opened a branch office at 
53 W. Jackson Blvd., under the management of A. 0. 
Wooldridge. 
NEW BOOKLET ON PAPER 

G. H. Glatfelter Co., Spring Grove, Pa., has issued 
a new booklet, Paper and Its Performance, the generously- 
illustrated sequel to A Short Course in Paper Making pub- 
lished in October, 1939. The earlier work contained the 
whole story but was purely on procedure. This second 
booklet is more detailed: processes are critically analyzed 
in relation to the use-requirements of paper, and effort 
has been made to show how the various stages of paper 
production affect the problems of printers and converters. 


FULL FRONT 


‘“RUFBAK’” 
DESK MAT 


4 ni. 


mp 


Bickett F F Desk Mats have outstanding advantages over the 
round or square type chair mats, the most important being that 
they extend the full length of the desk. 

Made of high grade rubber in several different colors, both 
solid and marbelized stocks. Stock sizes fit 52, 54, 60, 66 and 72 
inch desks. 

No material as satisfactory as rubber for use in chair mats. 
Install a Ful! Front Desk Mat in your display room for demonstration 
purposes. Write for stock chart-price list and special sample offer. 


Distributed by Stationery and Office Supply Dealers 


He Stands for 
SAFETY and 
FREEDOM 


Every time you see the Minute Man 
—emblem of America arming for 
defense—think how good it is to 
live in the land where there still is 
liberty to defend. 


Think, too, how YOU can help. 


# United States Let the Minute Man remind you to do your 


DEFENSE part. 
S AV I N G S Save and buy Defense Savings Bonds. 
BONDS and 


S Tr A M P S They will help make the future secure. 


L. M. BICKETT COMPANY, “<*;;*s~s, “= 


Manufacturers of 
Respirator—the most asked-for-by-name seat cushion on the market. 


30 


To answer the above ad use QUICKMAIL COUPON No. 11 [200 5th Avenue New York, N. Y: 


iihiaineiiienememen meee 
This Message Is Published by Us in the Interest of National Defense 


GEYER PUBLICATIONS 
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BINDER 


FLEXI-PosT 


REG. U.S. PAT. OF F. 


PRACTIBILT 


..... . does not tear sheets GRADE A 


ee 


A style of Binding 


. . 2 inches of finger space is ae SOD NN +> 


; PRACTIBILT LIFETIME 
always available for removal PRACTIBILT GRADE § 


and insertion of sheets... . PRACTIBILT GRADE S-B 


ASK YOUR LOCAL DEALER FOR DEMONSTRATION 
OF THIS ORIGINAL CHAIN POST BINDER 


STATIONERS LOOSE LEAF CO. 


524 N. Broadway, MILWAUKEE NEW YORK, 237 Lafayette St. 
To answer the above ad use QUICKMAIL COUPON No. 24 


An Amazing NEW in 


STAPLE REMOVER «&— 


Press the Handles 
THAT SELLS AT 2 5 C Out Pops the Staple! 


BRAND NEW!... an astonishingly simple, new 
invention for removing wire staples from stapled 
papers. Just insert remover points, press handles, 
out pops the staple! No torn papers—no broken 
fingernails—saves time and tempers. So quick, con- 
venient, compact and attractive, everyone who han- 
dles stapled papers wants one on sight, and priced 
so low everyone can own it—for office, factory, 
school or home. Fits any staple—made of colorful = Mounted on a self-selling 
plastic with hardened-steel points, to give years of 2-coler display card 
positive service. Write or wire for full details and (SHER) 
prices. 


METAL SPECIALTIES MFG. CO. 


3210 Carroll Avenue Chicago, Illinois AA DY REMOVER 
e/ = Be First to Show 
OQ YY ene (ZN This Sensational 
ue J ~ > Item! 
STAPLERS « STAPLES ¢ STAPLE REMOVERS pa SS 


To answer the above ad use QUICKMAIL COUPON No. |8 


August, 194) 
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Streamlined Stools 


with a “3rd Comfort” Feature 
for Every Worker! 


Seat comfort, back comfort, 
plus ‘‘3rd comfort’’ feature 
‘*‘Height always right’’ for 
every worker, gives stream- 
lining to production opera- 
tions, too, assuring smooth 
running maximum hourly 
volume. 


VER-F/ OLD 


Automatic-Adjustable 
Stools and Chairs 


give the ultra-modern touch to office 
or shop. Seat locks automatically at 
any fractional-inch height. No thumb 
screws, ratchet or gadgets to fuss with. 
No projections to snag hosiery. 


Hei 


Write for attractive dealer 
offer, catalog, list prices and 
discounts. 


LABORATORY FURNITURE Yq. Ce. 


Cc. G. CAMPBELL, President 
5027 S. Center St., Adrian, Mich. ® 


Leaders in the Manufacture of Laboratory Furniture Since 1905 


To answer the above ad use QUICKMAIL COUPON No. 7 


CHECK 
REGISTER 


Ekonomik 


Every customer you have—every professional man. . . 
every small business man . . . every farmer . . . every home 


owner—is a potential user of the Ekonomik Check 
Register System. 


Here's why: It saves time. Twelve postings in the 
“Ekonomik” system replace two hundred postings in 
old style stub checkbocks. Only the total amount of 
checks drawn in payment for one operation are posted. 


Totals of distribution columns are posted as single items 
in debit accounts. 


The “Ekonomik” Check Register System simplifies the 
whole bookkeeping operation. ‘“Ekonomik” is handled 
by successful stationers from Coast to Coast. It will 
bring extra business to you. Let us tell you how. 
Write PIONEER, Inc., 102 12th St., Tacoma, Wash. 


The EKONOMIK SYSTEM OFFERS YOUR CUSTOMERS 


@ Posting time cut more than 50%. 
@ Adding and filing simplified. 

@ Recording of 25 checks in 8 inches. 
@ Segregation of checks and deposits. 
@ Check stub elimination. 


To answer above ad use QUICKMAIL COUPON No. 31 


Stmply lift seat 
ite igh 


a 
That's Right.'' 
Adjustable range 
18 to 24 inches. 


OFFICE EQUIPMENT DIGEST 
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OGSBURY HEADS NATIONAL POSTAL METER 


The election of Charles R. Ogsbury to the position 
of president and a director of National Postal Meter Co,, 
Inc., Rochester, N. Y., was announced recently. He sue. 
ceeds Ellery C. Huntington, Jr., who remains as a diree. 
tor of the company. Mr. Ogsbury was previously a vice- 
president of International Business Machines Corp, 
resigned to accept his present position. 


“Arrangements have been made between International 
Business Machines Corp. and the National Postal Meter 
Co., by which the latter will take over certain products 
of one of International Business Machines Corp.’s divisions 
and manufacture and market them. In addition, National 
will continue the development of other devices related to 
the same field which naturally fall into the mailing ma- 
chine category and which for some time have been under 
development by International Business Machines Corp.,” 
the announcement stated. 


BOOKLET ON MAILING MISTAKES 


Emphasizing the advantages of its postage meters 
and mailing equipment, Pitney-Bowes Postage Meter Co., 
Stamford, Conn., has just published Common Mistakes in 
Mail Handling. Among the avoidable problems listed in 
the booklet are: manual postage bookkeeping, postage loss 
and spoilage; time-taking post office operations. 


IBM DIRECTORS RE-ELECT WATSON 


At the July 1941 meeting of the board of directors 
of International Business Machines Corp., 590 Madison 
Ave., New York, the following officers were elected: presi- 
dent, Thomas J. Watson; vice-president and general man- 
ager, Frederick W. Nichol; vice-president in charge of 
manufacturing, Charles A. Kirk; secretary-treasurer, 
John G. Phillips; assistant treasurer, Francis R. Cowles; 
assistant secretary, Frederick G. Elstob. 

Mr. Kirk succeeds Charles R. Ogsbury who was recently 
elected president and a director of National Postal Meter 
Co. Inc., Rochester, N. Y. 


SCOTCH TAPE HAS OWN BUILDING 


The first shovel of dirt was recently dug for the 
new building which will give Scotch Tape the first home 
of its own, according to a recent announcement from 
Minnesota Mining & Mfg. Co., St. Paul, Minn. Scotch 
Tape, introduced in 1927, was made in a temporary home 
right in the middle of the abrasive plant of the company, 
where sandpaper of all types and heavy grinding discs 
were being turned out. 

It has since outgrown its original quarters and the 
firm is building a new factory to house the tape depart- 
ment. Completion of the initial portion of the tape fac- 
tory is scheduled by the end of the year. It is a one- 
story and basement structure adjoining the Three-M 
firm’s abrasives factory, will contain 30,000 square feet 
of space. When completed, it is expected that more 
than 200 new employees will be added to the tape depart- 
ment. When the new plant is completed, it is the plan 
of the firm to move its entire tape-making department 
to the new plant, and thus separate it from the abrasives 
factory. 


Scotch cellulose tape, introduced primarily for package 
sealing, is being used for mending, fastening posters to 
walls and windows, and for a host of other purposes in 
the office, home, school, bank. In the past few years the 
tape has been made in various colors. This year several 
new designs, especially for Christmas packaging, are 
on the market. 
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CLEARED FOR ACTION... 


. . » is today’s byword in industry. Start your own efficiency 
drive by replacing outmoded desks with Art Metal Airliner 
or Mainliner Desks fitted to the individual requirements of 


each desk job. These desks, established leaders in the field, 
are now available with a dictating machine drawer insert. “ 
> 


Lxceptionally 
Convenient 


DICTATING 


Machine Drawer 


insert 
now available 
with 
ART METAL 


AIRLINER AND 
MAINLINER DESKS 


ldse QUICKMAIL 


COUPON «oA 


It provides adequate space for cylinders and folders and for 
operation of either Ediph or Dic Write for 
catalog. ART METAL CONSTRUCTION COMPANY, ~ | 
JAMESTOWN, N. Y. d 


Art Metal - 


STEEL OFFICE EQUIPMENT. 


BURNS COPYHOLDERS Have All Seven 
Important Features — Cost Only $15 


NON-SLIP HOLDER Your stenographers and typists will 


pay for their own Burns Copyhold- 


ADJUSTABLE 
GUIDE BAR ers—in faster work and better work. 
STURDY STEEL < Copy is always at most efficient point 
CONSTRUCTION of visibility—the guide line adjusts 
easily with finger-ti ressure with- 
BLACK SATIN A P reg ns P ° 
erg FINISH out disturbing their typing rhythm. 
smete sili 2 «< No lost motion—no lost minutes. 
oe eee Holds all size copy from notebook 
to legal size sheets. Several other 
FINGERTIP P . 
LINE-GUIDE models available at prices down to 
_ NON-SKID CONTROL $3.00. 


< 


> 


BURNS 


TELEPHONE BRACKETS e@ 


Consult your office supply dealer to- 
day, or send QUICKMAIL COUPON 
No. 9 for complete details. 


OFFICE SPECIALTIES 


American Automatic Electric Sales Company 
1033 W. Van Buren St., Chicago, Ill. 


COPYHOLDERS @ GOOSENECK LAMPS @ CHAIR AND DESK PADS 
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WORLDS GREATEST all around 


ELECTRIC TOOL <--> 


DRILLS — GRINDS — SANDS 
SAWS — POLISHES 
SHARPENS — CARVES 


The new WHIZ ELECTRIC TOOL is 
the handiest power tool ever made. A 
rugged tool for power and precision work. Drills through 
4 inch iron plate in 42 seconds or engraves intricate designs. 
Handles any material: Metals—Woods—Alloys—Plastics— 
Glass—Steel—etc. Saves time. Eliminates labor. Plug into 
any socket AC or DC, 110 volts. Chuck % inch capacity. Ball 
bearing thrust. Powerful, triple-geared motor. STANDARD 
MODEL, with Normal Speed (uses 200 different accessories, 
instantly interchangeable). Price only $7.95. 


The only DRILL-TOOL with a full year’s guarantee 


FREE Accessory outfit (value $2) includes set of drills, mounted 1% 

inch grinder, sanding discs, cutting wheels, mounted brush, 
polishing wheel, carving burr, etc. FREE with each tool ordered NOW. 
We psy postage. 


Use QUICKMAIL COUPON No. 20 


10 Day Trial—Money Back Guarantee 


PARAMOUNT PRODUCTS CO. 
DEPT. 8-FED 545 FIFTH AVENUE NEW YORK, N. Y. 


SCHOOL & COLLEGE SPECIALTIES 


_ Well-made numbers that appeal in both utility 
‘ and price. 


DRAFTING KITS 
TRACING PAPERS 

LETTERING GUIDES 

ERASING SHIELDS 
T-SQUARES 

TRIANGLES 

FRENCH CURVES 

DRAFTING TABLES 

STRAIGHT EDGES 
SANDPAPER PENCIL POINTERS 
INK ERADICATORS 
ADHESIVES 

TYPEWRITER CLEANERS 
TYPEWRITER OIL 


Send QUICKMAIL COUPON No. 14 


CARDINELL CORPORATION 


15 LABEL ST. MONTCLAIR, N. J. 
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PLASTICS AS ALUMINUM SUBSTITUTE 

From Royal Metal Mfg. Co., 175 N. Michigan Blvd., 
Chicago, comes word of a new application of plasties, 
Because it is impossible to get aluminum, all Royaichrome 
table tops will be trimmed with plastics available in four 
colors: black, red, blue, ivory. This new trim is richer in 
appearance, makes tables a factor in color schemes. 
NEW ENGLAND AGENTS ELECT 

Recently-elected officers of the New England Pur- 
chasing Agents Association are: president, Robert H., 
Sibley, W. F. Schrafft & Sons Corp.; vice-president, George 
F. Williams, Eastern Lines, Inc.; treasurer, Henry G, 
Saumsiegle, City of Waltham, Mass.; board of direetors: 
Homer Griffin, Dennison Mfg. Co.; Frank G. Kennedy, 
Simplex Wire & Cable Co.; Clayton G. Locke, New Eng- 
land Brick Co. The association maintains headquarters 
at 80 Federal St., Boston. 

Wyman S. Randall, of Rust Craft Publishers, Inc., was 
elected a director in the National Association of Purchas- 
ing Agents from the New England association. 
INDUSTRIAL INTRODUCES NEW TAPE 

Development of a pressure-sensitive adhesive tape 
with a 100 percent wool felt backing has been announced 
by Industrial Tape Corp., New Brunswick, N. J. The 
felt-backed tape will be manufactured in four different 
widths, quarter inch, half inch, inch, and two inches, 
with a crinoline interliner. White will be the standard 
color, but it will also be available in other colors on 
orders large enough to justify extra-standard production. 

The tape is useful in all instances where felt borders, 
liners or layers are utilized for decorative, cushioning, 
or reinforcing purposes. Among the industries wherein 
considerable application is anticipated are the packaging, 
furniture, and novelty fields. 


Why 


ASH-AWAY 
SMOKERS 
ARE PREFERRED 
FOR THE 
MODERN OFFICE 


Smartly styled ASH-AWAY 
Smokers fit perfectly into the 
swiftly paced routine of the 
modern office. Designed with 
trim, smart lines, in beautiful 
metallic and in simulated 
wood finishes, they harmon- 
ize attractively with office | 
furniture. And you complete- * 
ly eliminate all smoking mess 
and litter with an ASH-AWAY Smoker! The slightest pressure 
of your finger drops ashes and stubs out of sight and smell into a 
generous, air-tight container. No more spilled ash trays, no more 
wind blown ashes, no more foul ash tray odors. 


SEND FOR THE COMPLETE ASH-AWAY CATALOG TODAY! 


NATIONALLY ADVERTISED 


Obh-Qway SMOKERS 


THE NAGEL-CHASE MFG. CO. 
2811 N. ASHLAND AVE. CHICAGO 
DISPLAYS 
Space 1136 American Furniture Mart, Chicago 
15115 Merchandise Mart, Chicago 1405 N. Y. Furn. Exch., N. Y. 
Room 904, 742 S. Hill Street, Los Angeles 


“World's Largest Smoker Manufacturers” 


. August, 1941 


a 


oe Bit yb! | 3 ae, ; ae i a * ASE peas : : : z - 4 wate : oy er ay: 
k * — 
a 7 
meg oS SS 2 Te 
: a) a a 
2 r 
ra _ / 
ee . 

= ONLY 
7% 

‘ POSTPAID 
es 
mat: | 
pea | 

9 eS 
4 Ores . } 
¥y a | | 
+N | 
z * 
: “ | | 
; oe | | 

: } 
a Bs e eo i Ere 
ee Me One — A 4 

g gee 
a? — oe 
“sd Clee = Sai 14 - 
rae | ee 
fe ; ae ie - a rm 
ee — 
M > i 
E Bs. oe | : 
ag 8 ss | 
a 
y nes 3 a | 
: a 
oi | 
MS ~ 
oy 
s 
Ms { a 
ar 
<— a 
ea ; 
oe 2 CC oe a ee ett see te oe aie 3%: 7 yi Pe ea ee et we yale are = 
ae : eee: | pina ee eee 1 ie 2 CS are ; oa Co Sle: 
bie’ tor Poe > ee oe Ce te ea a es ye Een 25, i‘ ©, pee ee get a € ee 


1} 


—— 


BACKING SHEET. 


/ Te msure clean, — copies . . USE THIS \ 
Stenographers en- | 


thuse because it 
~~ grips and holds in 
suse place the assembled 
ee papers while being 
| inserted in the type- 
writer. Insures per- 
See een tn et fect alignment and — 
produces a greater | 
number of legible | 
} carbon copies. Num- 
| bered right hand 
margin shows num- 
cone mania we cone | ber of lines remain- 
wt ar 3} ing on sheet being 
re | typewritten. 


LIST PRICE 25 EACH 


The retail price of the CODO Carbon Gripper is 
25 cents, but it is enclosed free with each box of 
Super-Kote and Keen-Rite carbon papers. 


Codo— MANUFACTURING CORP. 
509 South Franklin St., Chicago 
270 Lafayette St., New York 
Factory Coraopolis, Pa. 


Crp CARBON GRIPPER 
os 


To answer the above ad use QUICKMAIL COUPON No. 29 


80% can’t be wrong! Stencil users prefer 
Tempo Film’s exclusive features—no 
type-cleaning, no cut-outs, no roller- 
swelling. They like the savings of time, 
labor, costs. Let us send other details. 
Or, try them on your next stencil order. 


There's no obligation with 
Tempo's Trial Order Plan 


MILO HARDING COMPANY 


435 W. Pico Bivd., Los Angeles, Cal. 
416 Commonwealth Annex, Pittsburgh, Pa. 


To answer the above ad use QUICKMAIL COUPON No. 33 
August, 1941 


Watch for the new 
monogram, the en- 
circled D E, if you 
want to be sure of 
the latest model, 
the most uniformly 
precision made 
cylinder for super- 
efficiency in dicta- 
tion. 


NEW D E STANDARD CYLINDERS 
FOR DICTAPHONES AND EDIPHONES 


Satisfied users of the regular “Standard Cylinders” will be 
surprised that these already fine products of the world’s 
largest and oldest independent cylinder makers have been 
refined to a point where they are now scientifically more 
accurate and uniform than before. Installation of the latest 
modern, precision controlled equipment has made this 
possible. Write for samples of the new D E cylinder. 


Use QUICKMAIL 


STANDARD COUPON EY 


RECORD COMPANY 


104 SOUTH FOURTH ST., BROOKLYN, N. Y. 


DON’T FUSS WITH “SCREWY~ 
ADJUSTMENTS, THE ERROR-NO 
COPYHOLDER NOW HAS INSTANT 2 
SELECTIVE SPACING. JUST LIKE THE 
SPACER ON YOUR TYPEWRITER AND 
JUST AS ACCURATEZ 


ASK YOUR 
DEALER TO 
SHOW YOU 
ERROR-NO 


12.3 FEATURE Jae 


DIVISION OF THE 


ELTER CO, INC. 


16 CHAMPENEY TER. ROCHESTER, N. Y. 


To answer the above ad use QUICKMAIL COUPON No. 35 
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There’s Profit in Posture! 


ADJUSTABLE 
KARLO sewer STANDS 
Improve Posture 
Promote Speed 
Increase Accuracy 
Minimize Fatigue 
Reduce Eyestrain 


—because they place 
machines at the 
correct height and 
proper angle. 
Operator comfort, 
more desk space, and 
less noise create 
office efficiency and 
sales. 

Ball bearing adjust- 
ment, noiseless cast- 
ers, solid construc- 
tion, styles and fin- 
ishes to harmonize 
with any office or 
home. 


EVERY GOOD 
DEALER HAS OR 
CAN GET KARLO 
STANDS FOR YOU, 
OR WRITE US. 


KARL MANUFACTURING CO. 


640 FRONT AVE., N. W. 
GRAND RAPIDS 


MICHIGAN 


CARBON PAPERS 
and 
INKED RIBBONS 


WRITE Brand products fill the 
most exacting requirements. 
More clean, clear impressions 
assure economy and efficiency in 
every office. 


FOR quality, service and satis- 
faction buy WRITE. 


Send for free samples and prices. 


WRITE 


INCORPORATED 


420 Lexington Ave. Factory: 
New York, N. Y. Bridgeport, Conn. 


“UNIVERSAL” Guaranteed 
REBUILTS Is Your 
Best Source of Supply 


Because ‘‘Universal’’ (world’s largest 
rebuilt visible dealers) carries an ex- 
ae large stock for immediate 
delivery. They’re thoroughly rebuilt 
for years of added service. Send 
QUICKMAIL COUPON No. 34 for fur- 
ther information on the finest values in 
rebuilt, refinished, guaranteed 

VISIBLE RECORD EQUIPMENT and asda, Same, Poet 


OFFICE MACHINES Index, Globe Wern- 
for immediate delivery from the world’s icke and other vis- 
largest rebuilt visible dealers ible systems in cabi- 


UNIVERSAL OFFICE | [i ™* 


REBUILT, REFINISHED 
GUARANTEED 


Calculat 
EQUIPMENT COo., INC. Comptemeters 
“The House That Confidence Built” Addressographs 
561 Broadway New York City Dictating” Mochines 
Cable “Uniquip"—New York Mimeographs 


COXHEAD INTRODUCES NEW TYPE 


Ralph C. Coxhead Corp., 333 Sixth Ave., New York, 
has introduced a new 18-point heading type, Alexandria 
Condensed, for use on its Vari-Typer machine. The new 
type is ideal for display lines in office forms, financial 
reports, advertising presentations or bulletins, points out 
the firm, has a half-back spacing feature. 


OFFICE EQUIPMENT MANUFACTURERS MEET 


Company members who attended the recent two. 
day summer meeting held at the Skytop Lodge, Skytop, 
Pa., listened to outstanding speakers discuss two themes: 
“Selling Under Present Market Conditions,” and “The 
Place of Office Equipment Industry in the National De. 
fense Program.” Other subjects under discussion included 
sales promotion under present market conditions, market 
research, sales and service personnel, sales and service 
education, small orders. 


GOODFORM CHAIRS IN STEEL 


To insure a continued supply, the General Fireproof- 
ing Co., Youngstown, Ohio, is now building its Goodform 
chairs of steel. Identical with those formerly made of 
aluminum, these adjustable chairs are scientifically de- 
signed to fit the individual and the job. Standard finishes 
available include olive green, aluminum enamel, mahogany, 
wanut. In the Goodform, height of back and seat, tilt and 
resistance, are all adjustable. 


ACE FASTENER FORMS CANADIAN BRANCH 


Ace Fastener Corp., 3415 N. Ashland Ave., Chicago, 
has announced the formation of Ace Fastener (Canada), 
Ltd., to take care of its rapidly-increasing Canadian busi- 
ness. Offices are at 504 St. Lawrence Blvd., Montreal. An 
office and warehouse will also be maintained at 103 Bath- 
urst St, Toronto. 


Charles H. Hofstetter, export manager of Ace Fastener 
Corp., is vice-president in charge of sales of the new firm 
which will manufacture staples and will handle Canadian 
distribution for the American-made Ace stapling machines. 


PITNEY-BOWES HOLDS SALES CONFERENCE 


Branch managers and salesmen from the United 
States and Canada attended the recent annual sales con- 
vention of Pitney-Bowes Postage Meter Co. Meetings were 
held at the Stamford, Conn., home office and factory and 
at the Oyster Harbors Club on Cape Cod. W. R. Green- 
wood, vice-president and general manager, was in charge. 

Business sessions and group meetings were held during 
the mornings, with afternoons devoted to sports of all 
types. 


HEYER Quahly 


LETTERING GUIDES & STYLI 


- WIDE RANGE OF 
~ SIZES AND STYLES 
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Like those of many other manufac- 
turers, Acco deliveries are a trifle slow 
due to an unprecedented demand and to 
the difficulty of obtaining raw materials 
in sufficient quantity to meet this de- 
mand. 


The situation is, however, rapidly 
clearing up and we hope very shortly to 
have increased facilities sufficient to take 
care of all orders as promptly and as ef- 
ficiently as ever. In the meantime, please 


1 hanks f i d 
BARKLEY Plastic TAB INDEXES = “ct! su,ttnis for your paience n 


This latest innovation in filing equipment is molded of a plastic ACCO PRODUCTS, Inc. 


material into a solid structural design which gives everlasting 39th Ave. at 24th St., Long Island City, N. Y. 
qualities. “ 
The special design of the Barkley Plastic Tab places printed inserts 
in an angled position and magnifies them to perfect legibility al- aes eas - 

lowing quick and easy filing and finding throughout the entire file. en, we ae! ee Z Use QUICKMAIL 


® RELIEVES EYESTRAIN | = COUPON ogy 
® ANGULAR VISIBILITY f ee = 


® NO CUTS OR SCRATCHES 
SEND FOR SAMPLES AND 
COMPLETE INFORMATION 


{ FASTENERS * FOLDERS 
———iws BINDERS * PUNCHES 
uf Filing Supplies CLAMPS « CLIPS 


CHICAGO. ILL 


Better Because It 


LICKS ’EM rh... 


ern ——_ 


Here is ward- 
robe equip- 
ment that 


an - 
torily. d 
square tu 


| . -— i 4 BB swears tatahar 
\ 


". conveniently 
(Letters Pat. No. 2,016, say Pat. No. 93,734) d satisf 


“BETTER MOISTENER™ 


CHECK THESE FEATURES 
V Moistens 1 or a dozen envelopes at a time. 
V Perfect for moistening large kraft envelopes. 
V Quickly moistens every shape, size and type of label. 
V Unexcelled for counting currency or sorting papers. 
V No moving parts .. . self cleaning. 
ustable brush— 
AILS ae $2.75. No. 3C—3” metal 
vitreous commited 3s. 25. No. 6—6” Solid Bronze $7.50. 


Send your order now for this patented 
“Better Moistener’ that has received U. S. 
Government awards for the past 8 years. 


E. W. PIKE & COMPANY 
P. O. BOX 4 Manufacturers ELIZABETH, N. J. 


hats, coats 
overshoes and 


and other wardrobe 
equipment as described in the catalog. 


————eoOee eee eee eee eee eee ee ee ere a ee eee 


VOGEL -PETERSC TERSON i beg Ree Inc. 


1818 N. Wolcott Ave., Chicago, U. S. A. 
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The Famous Name In Pencils Is 


STAEDTLER 


Drawing * Colored 2 Commercial 


ENCILS 


FOR EVERY PURPOSE 
y tler Pencil” ; 
oun means satisfaction! 
Write for Details 
J. s. STAEDTLER, INC. 
53-55 WORTH sT., NEW YORK 


HERE'S NEWS! 


Something new and different 
by the makers of a product 
that all stationers know. 


BEACH'S 
=+- “Common Sense” 
Travelers’ Weekly 
| EXPENSE SHEETS 
| $2.00 a Hundred 
The same quality. 

The same convenience. 

The same ample space for 
records. 


muy 


rrhitty 


\ 


diddy 
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Send for a Sample. 


BEACH PUBLISHING CO. Detroit, Mich. 


Step Up Sales to Photo Fans with 
Genuine Art Corners by ENGEL 


NATIONALLY ADVERTISED for mounting snapshots, postcards, clip- 
pings, stamps, etc. It will pay you to display these two quality iteme in 


x - ‘ } CngeZ 
OCG Ke RANSPAR() 
Tea) Corners 


Avrt Corners 
“Clear as Glass." 


Will mount prints 
Complete visibility. 


tight or loose, 
negatives can be 
Prints or stamps 
removable at wiili. 


filed in back. 
100 in boxette to 


100 of a color in U 
envelope to sell for 
10c. sell for 15c. 


ENGEL ART CORNERS MFG. CO., 4709-11 N. Clark, Chicago. 


VICTOR 


FILING 
SYSTEMS 


and 


SUPPLIES 


Use QUICKMAIL 
COUPON No. |9 
for details. 


Highest quality—for every filing need 


THE VICTOR SAFE & EQUIPMENT CO., INC. 
NORTH TONAWANDA, NEW YORK 


CORNISH SUCCEEDS GALL AS 
DIGEST-TOPICS ASSOCIATE 


Alfred E. Gall, who for the past four years has served ag 
associate editor of OFFICE EQUIPMENT DIGEST and GEYER’s 


ALFRED —. GALL DUDLEY T. CORNISH 


Topics, has resigned from the organization to join the edi- 
torial staff of PENCIL POINTS magazine. He will be suc- 
ceeded by Dudley T. Cornish. 


Mr. Gall came to the Geyer organization from Notre 
Dame University in 1931, was in charge of the service and 
directory departments until 1937, at which time he was 
named associate editor on Geyer publications. 


Mr. Cornish, a graduate of the University of Rochester, 
engaged in educational work after leaving college, then 
joined the editorial staff of the PUTNAM COUNTY COURIER, 
where he served as reporter, columnist, and editorial 
writer until he resigned to join the Geyer publications staff. 


America's best defense 
against GLOOM! 
YEAR AROUND SELLER in gift 
shops, convalescent and h 
sections of greeting card counters, 
book stores, etc. 


“LISSEN, SADIE" 


- the little orange book of hilarious 
hospital humor. 
Young and old chuckle at Sadie & 
Min who dish out fun at doctors, 
nurses, pickles and pills. 
Ideal gift for the sick and shut in. 
Read aloud, it peps up parties. Top 
suggestion for the boys in uniform, 
etc., etc. 

48 pp. I! Illustrations. 35¢. 
$2.52 per dozen—attractive coum 
ter cards. Splendid Xmas item! 


THE SADIMIN CO. 
UPPER DARBY, PA. 
“Comes ready to mail or present as @ 
gift. Send instead of flowers.” 


In Many Ways It Pays to 
Insist on the “Original” 


PUSH-PINS 
M 00 R- PUSHLESS HANGERS 
THUMBTACKS MAPTACKS 


It pays, not only because these indispensable MOORE 

ucts are more satisfactory to use and cost less 
in the long run, but also because in the MOORE 
line you will find an exceptionally wide a 
PUSH.PINS with glass or aluminum heads. PUSH- 
LESS HANGERS in 4 sizes. THUMBTACKS of 
almost limitless variety. MAPTACKS of all sizes 
and colors. Illustrated and described in the MOORE 
Catalog, which will be sent to you upon request. 


banger Your Stationer Can Supply You 
*s MOORE PUSH-PIN CO. 


113 BERKLEY STREET, PHILA., PA. 


August, 1941 
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ae @&@ + #* SSS 
§ 10-DAY FREE-TRIAL COUPON! 


FLL it once White for months / 


H Esteubrush DIP-LESS 


WRITING SET! 


Writes a full 
page with- 
out dipping! 


4 New. Conven- 
ient. As substan- 
1 tial as it is good 
looking! Holds an 
average half-year’s ink- 
supply. Can’t overflow. Can’t 
' leak. Gives you famous 


SINGLE SET. . ($250 
Esterbrook pen points. Al- ( $e 


ways ready to write! Try a DOUBLE SET . ($590) 


Single or Double Set this DEAE. oe eee O 
easy way. Mark and mail GRAY........ O 
this coupon now. No obliga- WAULNUT....... O 
tion. The Esterbrook PenCo., MAROON...... 0 
Camden, N. J. ee O 

G 


Your Stati *s Name 


ATTACH THIS COUPON TO YOUR LETTERHEAD...AND MAIL NOW! 


STAINLESS STEEL FILE SIGNALS 


LESSEN 
LABOR 


y 
comrasion 
IN AN OFFICE 


1s 
WASTE! 


Hours lost assembling 
scattered data can be 
cut to minutes by iden- 
tifying similar facts 
with Cook’s Signals. 
12 colors and 18 types 
make it easy. Send 
for card of samples 
to aid ordering. 


INCREASE 
SPEED 


Use Quickmail Coupon No. 10 
THE H. C. COOK CO., 18 BEAVER STREET, ANSONIA, CONN. 
“EVERY COOK PRODUCT UNCONDITIONALLY GUARANTEED" 


AN’ THE CATALOG 
‘SEZ MORE PEOPLE 
BUY JUSTRITE MARKING 
EVICES THAN ANY™ 
OTHER BRAND 


WHE LOUIS MELIND CO. . . CHICAGO . . . NEW YORK CITY . . . SAN FRANCISCO 
To answer the above ad use QUICKMAIL COUPON No. 16 


August, 1941 


Beautiful Rainbow Handles 


| 
-29 Styli-for 
Every Need! 


Ball points, loop 
wheels, shading, etc 


® Technygraph styli 
offer important work- 
ing comfort in the soft, 
neutral tones of their 
beige-mottled lumarith 
handles. Designed to 
avoid eyefatigue. In 
attractive transparent 
containers. 


® Knurling near tip 
gives index finger es- 
pecially firm grip. 

©@ Beautiful rainbow 
colors; pleasing to the 
eye. Easy to clean and 
keep clean. 


®@ MADE IN U. S. A. 


Styli in actual 
size in their fast-selling 
Rainbow hues; please 
write for your copy 
today. 


& Technygraph, TECHNY, ILLINOIS 
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TRADE mane aes. 


ae 


“Triumph” Eyelet Fasteners 
Stainless Silvered Finish 

Used universally in all offices where 

official documents are prepared and 

permanent records kept. When you 
fasten with Eyelets you fasten for 


keeps. Triumph Eyelets work best 
—J 4 with Triumph Eyelet Punches. 
1 2 3 Use QUICKMAIL COUPON No. 8 
THE WM. SCHOLLHORN CO. 


New Haven Connecticut 


Deaat Cophhions by FAIR 


There's 1 inch of new and lively FIRST IN 


Sponge Rubber in each style! Neatly 


covered with good-looking velours, QUALITY eee 


duroys and reversible fibres. Your FIRST IN 


orders will be delivered immediately 
—at a price figured to give you better SALES AND 


profits! PROFITS! 


att Surmiture Co. 


NEWARK, N. J. U.S. A. 


SEAT CUSHIONS + COSTUMERS * TYPEWRITER TABLES 


=a] BiG SELLERS 


ia for the 


“SCHOOL SEASON 
wi DEFENSE and INDUSTRIAL EXPANSION 


The big call this year is for C-THRU rulers, protractors, triangles and 
stencils. The C-Thru line is complete with these popular, transparent 
time-saving devices—preferred in offices, schools, homes, shops and 
by technicians and professional men because their many features 
make them easier and faster to use. 


Order from your dealer or write us for circular and prices. 


C-THRU RULER COMPANY 
Hartford, Conn. 


the purest 
paper cement 


a solution of highest quality raw materials, 
made under strict laboratory control; there- 
fore always uniform, always dependable. 
NON-INFLAMMABLE. Ask your supplier 
or write for sample Kit to Harriman-Welts Products Co. 
200 Summer St., Boston, Mass. 


August, 1941 
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Sixty ODD YEARS AGO, covered wagons creaked 


over mountain passes at 8 miles a day. Today entire 
continents flatten out under the speed of wings. 

Less than a decade ago, duplicating machine re- 
production was often a blurry, fuzzy affront to the eyes. 
Today OLD TOWN’S HEKTOGRAPH or SPIRIT 


CARBON produces brilliant, crisp-clean copies by the score or by the hundreds. 


Convinced that duplicating work can be only as good as the carbon master, OLD TOWN Technicians pion- 
eered with special automatic equipment for scientific blending of the purest aniline dyes. But being character- 
istically a restless lot, OLD TOWN chemists quested for further improvement, eventually evolved an exclusive 
“de-crystallization’’ process for turning out a sheet of uniform excellence and amazing long life. 

The ‘‘dirt specks’’ which still cloud the early copies made from contemporary Hektograph and Spirit Carbons 
were the next problem tackled. Again OLD TOWN Technicians came through with flying colors . . . eliminating 


4\ 


an eyesore still prevalent in practi- 
OLD TOWN MASTER UNITS cally all save OLD TOWN carbons. 
Ths Years ahead of competition—miles ahead in re- In the march of progress all things 
e production. Unsurpassed for spirit duplicating. : M 2 
“6 HI-TEST Master Unit for pluperfect reproduction. are relative. Many ordinary carbons 
voy Conceived by OLD TOWN before the advent of appear to be adequate until you see 
iy the Spirit duplicator and steadily improved during 
\el | the past 10 years! OLD TOWN provides in one the clean, rich, outstanding repro- 
xe master unit a sheet of Hektograph carbon and a 
sheet of master paper foided together and ready duction of OLD TOWN HEKTO- 
for instant use. Saves time of collating and regis- 
tering. Clean edge prevents hands smudging. GRAPH or SPIRIT CARBON. 
lf you appreciate clean, gleaming duplicating 
impressions make your own test. Your eyes will 
convince you faster than anything we can say. 


OLD prow /iblens ¢ Carbors : 


u hott UN NORE 
‘MAKE A GOOD IMPRESSION 


—_— a 4 


750 Pacific Strect, Brooklyn, N.Y. 59 East Van Buren Street, Chicago 788 Mission Street, San Francise@ 
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J, | 
GW, OU DIXON RITE - RITE 


In pencils, the point counts most. "View- 


point" is the sharpest of all mechanical 

pencils—stays pointed when others wear 

es Ba 6 ‘e r el dull. "Threadline" lead, put out where you 
ein PE can see it in a superthin steel tube does 


oP the trick. And what a difference that ex- 


PENCILS AND 


L | i clusive Dixon Rite-Rite feature does make! 
4 + | . 5 Never before was there a pencil of any 
N C jl = kind that stayed sharp without sharpening, 

2) 


pe 


PERC OW Rasart : onary 
ee ae 


oe made clean, clear writing so easy. Never 


before a pencil so pleasant and comfort- 
Red, White and Blue — rich Military Olive Green, are the popular P P 


' . 
new colors in the "Threadline" 49'er. To modern styling like this, add able to use. It's the best a dollar will buy. 


the ‘twistproof'’ mechanism, smart design and "Threadline’’ Lead 


and you know why more Americans buy “Threadline at 49". SEND QUICKMAIL COUPON NO. 4 


RITE-RITE MFG.CO. dixon crucible co. CHICAGO 
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